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ABSTRACT
A Guidance Based Curriculum For A
Life Planning/Career Development Program For Adult Women
Within An Integration Model
(May 1977)
Marcia C. McCann, B.S., University of New Hampshire
M.Ed., Springfield College
Ed.D., University of Massachusetts
Directed By: Professor Kenneth Ertel
This dissertation was conceived in 1973, as a project to assist
adult women in the career development process. It encompasses several
stages: (1) Conceptualization and design of a process and curriculum;
(2) Operationalizing the curriculum and testing its effectiveness; and
(3) Using that experience to further develop The Modular Life Planning/
Career Development (MLP/CDP) curriculum model. This dissertation
includes (as Appendices) curriculum modules presented in Facilitator's
and Participant's Manuals, for implementing the process within an
integration theory. The dissertation describes a process theory of
career development for adult women and within two phases of this
process an intervention strategy is offered. This intervention is a
guidance based curriculum program model, the Modular Life Planning/
Career Development Program for Adult Women (hereafter referred to as
the MLP/CDP) which was designed to assist adult women with their life
planning and career decision making.
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The process and program within the model may provide an under-
standing for the career development of adult women during several
stages of the life cycle. The work is based on three years of study,
development, pilot testing, and evaluation of the process and program
at the Everywoman's Center, Center for Occupational Education, Student
Development Center, Division of Continuing Education (all at the
University of Massachusetts/Amherst)
,
as well as local community
agencies of CETA, YWCA, and local Community Centers.
The dissertation presents the rationale for the need to develop
a Life Planning/Career Development Process and Program for adult
women. It identifies the changes women in the society are experienc-
ing and why such theories and programs are so critical to adult women
opting for contemporary change. "An Integration, Career Development
Theory for Adult Women" is presented as a hypothetical construct. It
is based on a spiral of upward growth. The construct describes six
phases: Awareness, Search, Activation, Maintenance, Future Directive,
and Evaluation, and three decision points through which adult women
pass during the integration of their self-development and career
development
.
The literature review covers three categories
—
general informa-
tion and factors relating to women's career development; Career
Development Theories for women; and a comparison of four other career
development program designs for adult women.
The genesis of the Integration Process Theory and the curriculum
model for the MLP/CDP is suggested as an intervention strategy within
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two phases of the Process Theory. A detailed explanation is given
of the philosophies, early development and content of the Process
and Program.
Chapter Three presents the complete MLP/CDP curriculum design.
It expands understanding of the program's total scope—the curriculum
format chosen to present the learning process (Modules)
,
procedures
for facilitating the program, the criteria for replicating the pro-
gram, the pilot testing procedures and their outcomes, and the modifi-
cations of the program's curriculum segments resulting from the pilot
tests
.
Chapter Four describes the early evaluation procedures of the
MLP/CDP, followed by recommendations for a structured evaluation
process to provide future users of the program a Formative Evaluation
procedure. The evaluation presents criteria for setting program
objectives, proposes the implementation of a Transactional Evaluation
Model, and offers several measuring instruments for collecting and
treating future data for evaluation and modification of the program
during later presentations.
The dissertation proposes to fill a specialized knowledge and
curriculum void by providing useful information and specific resources
to counseling personnel who want to assist women with their life-
career planning and to provide others some new approaches to women's
career development.
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CHAPTER I
NEED FOR A LIFE PLANNING/CAREER DEVELOPMENT PROCESS THEORY
AND CURRICULUM MODEL FOR ADULT WOMEN
Introduction
Women's life styles and the roles they play in the society are
changing. This may be the result of a variety of forces within the
society—advanced technology in the home, the declining birth rate,
increased educational opportunities for women, and greater acceptance
of alternative family and life styles to mention only a few.
During the past few years, there has been an increasing interest
in career development among educators, government, employers, workers,
and non-workers, as it pertains to persons throughout the life cycle.
Career Development has been expanded to mean life-career development
(Borow, 1973) which recognizes an integrative relationship among the
various components of one's life— family, work, education, leisure
time—and which seek realistic approaches to understanding the related
problems which may arise when persons take a conscious, active part in
their own life-career planning. This is especially crucial for girls
and women (Vetter, 1973) and an even greater challenge when the current
philosophies are adapted to adult women who are re-entering educational,
training and paid work environments
.
2This dissertation was conceived in 1973, as a project to assist
adult women in the career development process. It encompasses several
stages. (1) conceptualization and design of a process and curriculum;
(2) operationalizing the curriculum and testing its effectiveness;
and (3) using that experience to further develop the Modular Life
Planning/Career Development (MLP/CDP) curriculum model. This disserta-
tion includes curriculum modules presented in a Facilitator's and
Participant
' s Manual, for implementing the process within an integra-
tion theory. (See Appendices B and C.) The dissertation describes a
process of career development for adult women and within two phases of
this process an intervention strategy is offered. This intervention
is a guidance-based curriculum program model, the Modular Life
Planning/Career Development Program for Adult Women (hereafter referred
to as the MLP/CDP) which was designed to assist adult women with their
life planning and career decision making. (See Page 1, Appendix A.)
The process and program within the model may provide an understanding
of the development of adult women during several stages in the life
cycle. The work is based on three years of study, development, pilot
testing, and evaluation of the process and program at the Everywoman's
Center, Center for Occupational Education, Student Development Center,
Division of Continuing Education (all at the University of Massachusetts/
Amherst), as well as local community agencies of CETA, YWCA, and local
Community Centers.
The thesis contains four main sections. The first is concerned
with the need and rationale for designing the process and program models.
3Thxs section also includes definitions of terms, limitations of the
study, and a review of the related literature. The second section
deals with the philosophy, program genesis, and offers an explanation
of the actual process and program design intended for use by guidance
staff personnel when working with adult women. The third section out-
lines the curriculum development and pilot testing of the Modular
Program as an empirical basis for continued development. This part
also includes descriptions of the modifications made in the curriculum
as a result of the pilot tests. The fourth section concentrates on
recommendations for further development and evaluation of the
Process Theory and Modular Program.
The appendices include two of the Program's Manuals—Facilitator's
and Participant's—which were developed as part of the writer's doc-
toral program. These manuals are, in effect, the total curriculum
package. The extensive Bibliography is presented for further investi-
gation of the subject.
The dissertation proposes to fill a suspected knowledge and cur-
riculum void by providing useful information and specific resources to
counseling personnel who want to assist women with their life-career
planning and to provide others some new approaches to women's career
development
.
Rationale
As more adult women examine and reexamine their roles and life
styles as a result of social and cultural changes, there appears to
4be a need for a process and vehicle which can help adult women make
the transitions they feel are necessary for their full development,
to obtain satisfying life styles, and become effective members of
society. Whatever the degree of transition or change for each woman,
determined by her environmental and biological surroundings, there is
also an identified need for psychological, social, economic., and
political support as well as intervention strategies (such as this
program) which might aid her in making the transitions she chooses
(Berry, 1976) . For some women, a transition period may begin and end
within a short framework. For others, it may mean a lifetime of con-
tinuous change (Toffler, 1970).
If a life-career development program model is identified and
packaged as a curriculum learning experience
,
it could be viewed as
one process to help bridge the transitions so many women are experi-
encing today. The fundamental bases on which societies are built can-
not remain unchanged and, so it appears, neither can the persons
within them. The values and goals of persons may change significantly
or very little over time, but when they do change, attitudes and
behaviors will be affected. Programs and services aimed at helping
persons sort out their values and goals and begin to deal, in a con-
scious manner, with new knowledge pools, will ultimately be affecting
attitudes and behaviors throughout their life span. Hopefully, through
a developmental process and a specific program called the Modular Life
Planning/Career Development Program, some women will find it easier to
understand what is happening to them and be encouraged to seek out
5strategies to fit their needs. The Modular Program within the Process
Theory is seen as one strategy which could help adult women understand
their patterns of change and growth.
In some of the literature on women's identity stages, recognition
has been given to the possibility that women may not actually develop
a self-identity until the ages of the late twenties or until they
select a marriage partner (Erikson, 1959). Bardwick (1971) believes
that "an independent sense of self develops later in women than in
men." If this is so, our society has few models, programs, or ser-
vices to meet the developmental needs of this large group. And if
women complete development of their self-identity in the teens and
early twenties (apparently one current hypothesis)
,
perhaps as many as
one half to three quarters of these women will later seek changes in
their lives at different times during their adult years (Neugarten,
1976). New processes and programs will be needed, aimed specifically
at this group of adult women, if the changes these women are seeking
are to become beneficial to the women themselves and to the society
as a whole. The American culture has hardly recognized the talents,
skills and brainpower of the adult female (Epstein, 1971). The effects
of this under-utilization of women has been extremely costly in terms
of drug and alcohol abuse and rehabilitation, mental health services,
education and training expenses, and wasted human potential in general.
Since many of the existing career development theories and concepts
pertain to men, there appears to be a need for investigating and
developing an informative as well as a useful process and program
6which could be utilized by counselors, administrators and others who
are in positions of helping adult women with career development.
Osipow (1975) states:
What do these theories and generalizations imply for under-
standing how women's careers develop? Perhaps the clear-
est implication requires the realization that the concepts
and theories were designed to understand the career
development of a middle class, probably white American
male. Thus, application of the concepts, let alone
derived data, to such groups as women is clearly problem-
atical
.
The rationale for developing and presenting a career development
process and program for adult women is probably best summarized in the
following quotation by S. Hansen:
Concern for women's career development is not a movement
to get every woman into the labor force. Rather, it is
concern for her uniqueness and individuality as a person
and for her right to have some freedom of choice in both
her personal and professional life. It is concern about
the overwhelmingly subordinate nature of women's roles
—
as nurses rather than doctors, as teachers rather than
principals, as assembly workers rather than supervisors,
as secretaries rather than bosses, as telephone operators
rather than linemen (sic)
,
as administrative assistants
rather than deans. It is concern about the ancillary
nature of women's careers, with infintesimal numbers in
medicine, the passivity and dependence that keep a woman
from finding room at the top of a competitive, aggressive
world and about her lack of preparedness to deal with that
organization world (Robie, 1972). It is concern about the
fear of success and competency that keeps her from maxi-
mizing her potentials and from making what Tyler (1972)
calls first-class rather than second-class contributions
to society. It is concern about the complexity of demands,
pressures, and conflicts facing women at different stages
of their lives and the limited reward system which denies
them the range of rewards and options available to men.
10sipow, "Introduction," Emerging Women: Career Analysis and
Outlooks (Ohio: Charles Merrill, 1975), p. 2.
7Most important, it is concern about the negative self-
images of women that result in denigration and low moti-
vation and keep them from developing and utilizing their
potentials .
^
Identified Needs in Support of Rationale
As men and women opt for alternative life styles, women will have
considerably more options to choose from. They will:
(1) Need to know what these alternative options are
through exposure to specific knowledge sources;
(2) Investigate and understand how choosing combina-
tions of options will fit into their value systems,
life styles and future expectations;
(3) Learn skills for setting goals and for choosing
the options best suited to each woman's needs
based on rational, knowledgeable decision-
making;
(4) Need to evaluate and make judgments on the
changes, whether they are external or internal,
in order to plan for their future needs.
Since the focus of this dissertation is to provide women with a
process and curriculum program model which will meet their career
development needs, the above outlined criteria should be kept in
mind by the reader.
2
L. S. Hansen, "A Career Development Curriculum Framework For
Counselors To Promote Female Growth," Women and Aces: Perspective
and Issues (Washington, D. C.: ACES, APGA, 1974), p. 45.
8The new concept that career education and development is a life-
long process is currently spurring new program development for all
age groups on many educational and vocational fronts. Programs, exclu-
sively for women, are just becoming recognized as important (Women's
Bureau, 1971). Although the heaviest focus has been on the school-age
child, more recognition is being given to the adult stages of life,
adult or mid-life occupational changes and adult education and guidance
(Entine, 1976; Harrison and Entine, 1976). One source which has
helped to recognize this trend is a statement made by the U. S.
Department of Labor, that suggests most persons will change their occu-
pations from five to seven times during their lifetime. Many studies
have concentrated on populations of school and college students which
are useful in seeking out particular types of information during the
early life stages. However, this career information may not carry
through to adult stages, especially when these adults make multiple
career changes (Brook, 1976; Aslin, 1976). If young women are studied
in Junior High School, High School or College, the findings may not be
applicable to their later lives. Angrist (1971) has shown that career
orientation (occupations outside the home) _is not a characteristic of
young women. This will no doubt change as women's roles change.
Several studies have pointed out that psychologically and physiologi-
cally, women differ significantly between the ages of eighteen and
thirty or forty (Ramey, 1973; Bardwick, 1974; Neugarten, 1976). At
the later life stages, a woman is more likely than not to be ready for
a new life focus resulting in an entirely different life style than the
9one(s) she has previously lived. Some factors which may contribute to
these changes in need are: her age at the time of the new focus, the
age of her last child (if she has any)
,
need levels within herself
and/or family, more leisure time, widowhood, economic need, etc.
(Based on Career Counseling, Intake Reports at Everywoman's Center,
University of Massachusetts/Amherst, 1973-1975).
Two Sets of Developmental Tasks Increasing the Importance
Evidence has been accumulating which increasingly shows that
career development is not only important but critical to adult women
(U. S. Department of Labor, 1975). Richardson (1972) states, "They
(women) tend to have two sets of developmental tasks in life (self or
sex-role development and career development) with the integration of
3
the two aspects affecting their coping behaviors.
This statement may also be true for men. However, society pro-
vides "built-in" mechanisms for integrating the two (men are expected
to combine roles) which it does not provide women. In fact, societal
expectations tend to increase the conflict between the two for women
to the extent where it may question their mental health adjustment
(Farmer, 1971; Broverman, et al., 1.971; Horner, 1972; Chesler, 1973).
When some women try and satisfy both aspects of switching back and
forth between the two sets of developmental tasks, pre—mental health
3
M. Richardson, "Vocational Maturity in Counseling Girls and
Women," in NVGA Monograph, Measuring Vocational Maturity
(Washington, D. C.: APGA)
,
p. 138.
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conditions can occur—confusion, fears of failure, guilt complexes,
fears of success, loss of identity and more serious conditions, such
as paranoia and schizophrenia.
This dual development must be seriously dealt with through pro-
fessional channels, in preparation for its becoming the foundation of
career education and guidance programs for young women during the
school years, if we expect to see any significant changes in the
career patterns of adult women. The continued development of
processes and programs for the adult woman who may miss the exposure
in her early education, or for women who wish to change career direc-
tions in later life, are essential. In complementary fashion, men's
career education and guidance must change by allowing exploration of
more alternatives with freedom to choose non-traditional (staying at
home to raise children, part-time) as well as traditional (marrying
and working full-time) options. Programs will need to include the
exposure and understanding of each other's (male and female) aspira-
tions, expectations, choices, problems and situation resolution as
they relate to paid work, living relationships, having and raising
children, leisure time and retirement. It appears non-productive
to think that career educators can work with women and men in
total isolation or apply male-based theories and processes to women
and vice versa, and expect meaningful changes in the future. (Working
with the separate groups in the beginning of life planning/career
development processes does appear to be more beneficial to the
11
participants.) If women's values, expectations and roles change
without men's changing simultaneously, we can only be headed for some
serious conflicts in the culture; i.e., higher divorce rates, high
unemployment rates for some groups, revolution between the sexes.
Hopefully, in the future, we will move toward an androgenous society
where sex stereotyping and sexual social barriers will become cultural
aspects of the past, allowing all persons to develop their full human
potentials (Kaplan and Bean, 1976). The Process and Program are
offered as a step in this direction by helping women to recognize
their full potentials and make the necessary role changes to meet
their future needs. Unless women and men become aware of their options
and the means for realizing them for themselves, the society will have
little need to move toward androgyny. Perhaps in the years to come,
the life/career development process will be the same for all persons
regardless of gender.
This dissertation is needed to provide encouragement to others
who may wish to expand on the process, experiment with the program's
curriculum and evaluation methods, and hopefully make further contri-
butions to this relatively new field of knowledge concerning the adult
women's career development. At a recent national conference (APGA,
1976)
,
the Theory Process and Modular Program were presented by its
two developers. It was received with serious interest and overwhelm-
ing encouragement to make the program available on the counselor s
^Rosabeth Kanter, "Sex Roles and Group Interaction," in Women
In Organizations: Change Agent Skills , N.T.L., 1974.
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consumer market. Many counselors expressed a desire to provide pro-
grams to women at their agencies and institutions but communicated
a lack of useful materials and resources to accomplish the task. The
outcome of this dissertation will hopefully fill this void.
Definition of Terms
The phrase "adult woman " usually refers to any woman who is
eighteen years and older or any woman who has finished a secondary
education (U. S. Department of Labor). For this project, the focus
will be placed on those women who are twenty-five years of age or
older, who may or may not be married and who may or may not have chil-
dren. This does not mean that the women who are eighteen to twenty-
five years of age will be eliminated; it means only that the primary
focus will be directed towards the woman over twenty-five.
To clarify the use of the phrase "life-career process ," one
should be aware of the increasing complexity and interrelatedness of
all aspects which encompass an individual's life. It is becoming very
difficult to separate one role or setting from another—occupational
roles and work settings should not be separated from other important
aspects of a person's life—nor should any of the aspects be limited
to specific times or spaces within a lifetime. Therefore, the phrase
"life-career process" will include choices and patterns of the follow-
ing components: work, education, socialization, family and leisure.
Life-career development and life-career process will be used
13
synonymously and defined as, "self-development over the life span
through the integration of roles, settings and events of a person's
life" (Gysbers and Moore, 1975).
The term guidance refers to the professional assistance offered
by trained persons or agencies, in a helping, supportive, or advising
capacity.
Curriculum is defined as a process which is systematically
organized through which persons may learn both affectively and cogni-
tively (Tyler, 1949).
Evaluation is a conscious process of prioritizing, implementing
and testing set goals and objectives in order to obtain decision-
making data (Benedict, 1973).
Pilot Testing refers to the specific program or curriculum seg-
ment, the setting in which it is implemented, and the group or indi-
vidual who agreed to participate.
The New Woman is identified as an assertive person who holds her-
self in high self-esteem, usually combines a multiplicity of roles
within an uncommon life style, is able to set long-range goals and
work toward their completion.
A Non-Traditional Woman is defined as a woman who opts for full-
time paid employment, excluding marriage and children, or a woman who
combines the several roles but the paid worker role has priority in
her life style.
The Role Innovative Woman is a woman who chooses to enter an
occupation which is male dominated. (Usually any occupation that
14
employs seventy-five percent or more men [Tangri, 1970].)
Androgyny is a term referred to in the Rationale Section which is
outlined to mean a person who exhibits both male and female psycho-
logical characteristics
; e.g.
,
Xt should be considered socially accept-
able for men and women to show combinations of traits like aggressive-
ness, tenderness, fear, courage, caring, leadership, etc. (Bern,
1973) .
Cooling Out is a process of "rechanneling interests" or the
"inconsistency between encouragement to achieve and the realities of
limited opportunity" (Clark, 1960; Moore, 1975).
Limitations of the Project
Since the Modular Process and Program was developed to help
understand and meet the specific needs of white, middle-class women
who were seeking changes in their life styles, it is necessary to call
the reader's attention to this "one group" limitation. Some attempts
were made to observe the process and try the program with different
socioeconomic levels, but no attempt was made to seek out various
ethnic group women to participate in the pilot tests. The developers
suggest, however, that portions of the program (curriculum modules)
appear to be adaptable to a wide range of socioeconomic classes and
women in various cultures.
The second limitation of the dissertation work is the lack of
process evaluation procedures through the three-year development.
15
Most of the early evaluation (first two years) on the program was of
the ex-post facto design or product type evaluation. Only during
the last year has the process evaluation been designed and suggested
for use in future pilot tests. Specific limitations concerning the
collection of evaluation data through the pilot tests will be dis-
cussed in the Curriculum Design Section.
The third limitation concerns the replication of the program.
The developers do not know if the program can be replicated by any
counselor or facilitator, in various geographical locations, and
with any adult female or female group. The program is aimed at the
target group of adult women over twenty-five, but the reader should
keep in mind that the women who participated in the pilot tests
(1) volunteered to take the workshops and courses, (2) appeared to
be highly motivated, (3) were considered somewhat vocationally
mature, and (4) were ready to make a commitment for changing their
lives. Because of these stated criteria, the program may not be
effective with other aged women or with adult women who do not meet
the above criteria. Only adult women in one geographical area,
primarily Western Massachusetts, have participated in the pilot
programs. The developers have only trained and worked with
16
Feminist counselors and facilitators using the Modular Process, and
they do not know if any counselor or facilitator can effectively
present the curriculum.
The final limitation to be discussed is the lack of information
on the "follow-up" of the program and the long-range effects it may
or may not have had on the participating women. During 1977, a
follow-up study is planned to determine what portions, if any, of
the program have had a lasting impact or have been particularly
useful to a past participant after a six months to one year time
span
.
Review of the Literature
When the search of the literature began for this project three
years ago, there were relatively little data, readings and program
information concerning women's career development. However, since
the mid 1970' s, a proliferation of information has occurred. Almost
every current journal has one reading and some journal issues are
totally dedicated to the subject (APGA, APA, NAWDAC
,
AVA)
.
Books and
xProfessional women's groups, women students, Women's Studies
teaching staffs, radical feminists and others cannot agree on what a
Feminist is. One issue they do appear to agree on is that a Feminist
has had their consciousness raised pertaining to the sexism that is
evident in this and other societies and that women are aware that
their relationship with men is a class relationship. (Notes taken
from Psychology Course, "Counseling Women," taught at the University
of Massachusetts/Amherst, 1976, by J. Hemmer.) Whiteley (1973)
states that a Feminist Woman is one who is aware of her condition as
a woman
.
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monographs have also appeared in quantity in the last few
years
.
The literature is categorized under several major categories
assigned to the topic—theory, general information and specific fac-
tors affecting women's career development, process and program designs
(preventative and corrective), counselor and counseling implications,
and evaluation procedures for services and programs in educational
and agency settings. These sub-groups are further categorized by
different female age groupings.
For this study, three of the sub-groups concerning Women's Career
Development will be reviewed: (1) General Information and Specific
Factors; (2) Other Process and Program Designs; and (3) Theory of
Women's Career Development.
General Information and Factors Relating to
Women's Career Development
In reviewing the literature on the general information and the
specific variables or factors (See Figure 1) concerning women's
career development, it became evident that there was a need of a sys-
tem for reviewing and presenting a recap of the related literature.
For this particular sub-group review, a chart format will be used to:
identify the topic area, give an example of the topic, state its per-
sonal or social force, and give the source of the citation. (See
Figure 2.)
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Theory of Women's Career Development
Considerable time was spent locating and studying Career
Development Theory as it applied to women. What became evident was
that no one person had been able to deal with the subject in a com-
plete or comprehensive manner. Some of the authorities ignored their
women samples (Roe, 1946); some forced them to fit the male based
models and values (Super, 1957); some hypothesized in futuristic
terms (Whiteley and Resnikoff, Ed., Roe, 1974); some theorists
expanded their theories to include women (Super, 1972); and a few con-
centrated entirely upon the female (Schlossberg
,
1972). Many of the
investigators proceeded in finding "new" factors (variables) in the
career development of women which did not appear to play a signifi-
can part in the men's. "There is agreement that women's patterns
differ in multiple ways not only from those of men but also from those
of other women" (Wolfson, 1972; Hanson, 1974). It is no wonder theo-
rists have taken so long to come up with a Career Development Theory
for women. As one factor interfaces another, the patterns and stages
become more and more complicated. It is also probable to assume that
additional patterns and theories will be identified as more institu-
tions, organizations and the Federal Government increase their inter-
ests and funding for exploring career development for women.
Existing Career Development Theories . The already classi-
fied Career Development Theories include Trait-Factor, Decision
Making, Sociological, Psychological, Developmental, and Composite
26
or Eclectic (Tolbert, 1974). A seventh could be added to meet the
specific characteristics of Women's Career Development Theory
(or the Composit Theory could be expanded) and most likely would
deal with the integration of the self-role development and career
development factors surrounding the individual. Until this theory
or process is recognized, this writer suggests that the Composit
or Eclectic theories may best describe women's career development.
No attempt will be made to review all the Theories of Career Develop-
ment or explore all the individual contributions to each classi-
fication made on women's behalf. Instead, selected contributions
taken from traditional work will be reviewed to give the reader some
background and sequencing of the work already completed pertaining to
women's career development.
Identified Work Patterns . In 1957, Super identified several
career patterns relating to women. They included:
1. Stable Homemaking (no significant work experi-
ence) ;
2. Stable Working (single women who work con-
tinuously) ;
3. Conventional (work after education but not after
marriage)
;
4. Double Track (married women who work continu-
ously)
;
5. Interrupted (married women who work, then are
full-time homemakers, then return to work);
6. Unstable (in and out of the labor force at
irregular intervals)
; ^
7. Multiple-Trial (a succession of unrelated jobs).
-*L. Vetter, "Career Counseling For Women,” Counseling
Psychologist
,
Vol. 4, No. 1., 1973, p. 56.
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Super's Career Pattern Postulates for classifying women's work may
have some validity but one should keep in mind that his postulates are
twenty years old and are based on traditional female life styles, many
of which are being rejected by various female populations today. Also,
the postulates include negative connotations of worth made by women to
the total work world; i.e.. He perceives Stable Homemaking as not a
significant work experience.
Recently, Richardson (1973) identified the "Three Modal Pattern"
which listed:
1. A Continuous Uninterrupted Work Pattern (women who
place priority of establishment in the working
world, combining family and marriage or not);
2. The Work-Oriented Woman (women place equal priority
on both aspects of role development and may
actually drop out of the work force or education
program at times but will integrate the two roles
in a compromise solution)
;
3. Homemaking Women (women place high priority on tra-
ditional role development with little concern for
career development pertaining to outside-the-home
work).
6
To Richardson's and Super's patterns, one more pattern should be
added, that of Non-Work Oriented Women, which include those women who
never work in or outside the home and are provided for first by their
relatives, secondly by their husbands (if they marry), and thirdly
by trusts, insurances and social security set up by either or both of
these two and/or social (government) welfare. These choices may allow
rdM. S. Richardson, "Self-Concepts and Role Concepts in the Career
Orientation of College Women," Doctoral Dissertation, Columbia
University 1973, p. 13.
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a woman the option of literally not having to work in the home or
outside it. This type of life may or may not be in the "grandest
style"; nonetheless, it is an option that may be chosen by some women
and quietly ignored or seen as unimportant by others in the society.
To date, no career development theory appears to deal with this group
of women.
Zytowski (1968) attempted to characterize the distinctive dif-
ferences in the work life of men and women, the developmental stages
unique to women, their patterns of vocational participation, and the
determinants of the patterns. His nine postulates included:
1. The model life role for women is described as that
of the homemaker.
2. The nature of woman's role is not static; it will
ultimately bear no distinction from that of men.
3. The life role of women is orderly and developmental,
and may be divided into sequences according to the
preeminent task in each.
A. Vocational and homemaker participation are largely
mutually exclusive. Vocational participation are
sufficient to distinguish patterns of vocational
participation; age or ages of entry; span of par-
ticipation; and degree of participation.
6. The degree of vocational participation represented
by a given occupation is defined as the proportion
of men to the total workers employed in the per-
formance of that job.
7. Women's vocational patterns may be distinguished
in terms of three levels, derived from the combina-
tion of entry age(s)
,
span, and degree of participa-
tion, forming an ordinal scale.
8. Women's preference for a pattern of vocational par-
ticipation is an internal event, and is accounted
for by motivational factors.
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9. The pattern of vocational participation is deter-
mined jointly by preference (representing motiva-
tion) and by external, situational and environ-
mental, and internal, such as ability factors.^
Some of Zytowski's postulates are very contemporary, such as num-
bers two and nine. He, however, assumes that all women will marry,
have children and become subservient to the marriage partner. Many of
his postulates are based on male standards and values. It would
appear more reasonable that women's patterns should be based on what
women think important and measured by a scale of their values.
Other earlier contributions to the development of career theories
for women have been made by Caplow, Blau, Rossi, Ginsberg, and Psathas
.
They were able to characterize the distinctive differences in the work
life of men and women, the developmental stages unique to women (even
though many of them were stereotyped and based on male values)
.
Some
patterns of vocational participation, and several determinants were
truly a significant beginning in helping to explain the psychological
and social whys of behavior. Some of the most interesting work on
women's career development theory has been achieved in the last five
or six years. It includes the work of Hawley (1971), Tangri (1971),
Horner (1972, 1974), Schlossberg (1972, 1973, 1974), Astin (1971), and
Super (1972). For example, an important factor studied by Hawley
included men's attitudes. What she discovered was that men's views of
"appropriate" feminine behavior plays a significant part in women's
7D. G. Zytowski
,
"Toward a Theory of Career Development For
Women," Personnel and Guidance Journal , 1969, 47, pp . 660-664.
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their lives.) Richardson continues with her perceptions by saying,
"The priorities placed on the involvement in the world of work shift
as women deal with other aspects of their role development. Women
can and do combine roles but the process by which the two aspects of
the adult female role are developed and integrated i^s the particularly
female career development process."
Some of the newer theories and processes being explored
,
researched, and written about, concerning adult women over the past
two years, build upon this dual development construct. At each life
stage, there may be interaction between the role assessment/
development /change and the life planning/career development aspects.
In other words, the combined role acceptance and planning must "fit"
for each individual woman. Many of these newer models also consider
the non-paid life experiences, such as volunteerism
,
leisure time and
retirement activities which appear to be essential in balancing a
total life style. Although women of all ages consistently want to
combine roles (i.e., wife, mother and paid worker), our career theo-
ries still ignore this phenomena. In addition, society still places
heavy limitations on women who desire this combined life style (i.e.,
few professional part-time jobs, lack of low cost child care). This
lack of recognition of women's career development needs has caused a
cultural lag that has placed the United States far behind other nations
in developing it's human female resources (Lewis, 1968; Seward, 1970).
Super, in a recently written perspectives paper, "Vocational
Development Theory in Twenty Years: How Will It Come About?" states:
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career behavior . The relationship apparently becomes more signifi-
cant the more important (prominent) the man is in her life.
Others who have been involved with the career development of
adult women include Walz and Benjamin (1973, 1974, 1975), Hansen
(1970), Waters (1974, 1975), Rumpf and McCann (1974), Bird (1975),
and McCoy and Cassell (1974) . Most of these investigators were
involved with process and program development to assist adult women
with career planning as they re-entered educational programs and
the job market.
Newer Approaches to Women's Career Development
. Many of these
educators, psychologists and counselors began to realize that
women's career development may be quite different from men's. Some
believe it is a process which combines the integration of sex-role
attitudes and occupational development; others stress the importance
of the wife-mother aspects in relation to the woman's position in
the society; while still others are working toward the Life/Career
Theory which anticipates changes in needs and development shifts
throughout a person's life regardless of gender.
In a recent article by Mary Richardson, "Vocational Maturity in
Counseling Girls and Young Women," she states, "The current models
(career development) ignore one major aspect of female role
development—wife, mother, homemaker—an aspect which is essential
for understanding women's career development." (The reader should
keep in mind that eighty percent of all women marry at some time in
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. . .
An overarching theory of vocational development
will, by 1988, also be tested. 1 suspect that its
ability to do this will be partly a function of how
free a society we develop. Surely, the importance of
the individual as a decision-maker depends on his (her)
freedom to make decisions. Self-actualization depends
upon social mobility, upon the fluidity of the social
class system, upon the accessibility of educational and
occupational resources to the individual. If such free-
dom exists, the effective use of opportunities for
exploration may be expected to bring about clear,
realistic, and harmonious self-concepts, and these
should be translated into appropriate occupational pref-
erences and implemented as choices. If the individual
does the synthesizing and the choosing, he (she) does
indeed provide the overarching theory."
Although Super is projecting into the future, he does point out
one important ideology of the contemporary theories; namely, that
information and opportunities must be made available so that various
choices can be made by the individual to fit his/her needs.
In the next decade, when these newer theories and processes are
hopefully placed into practice, it would be exciting to think that
they will play a significant role in helping to understand the adult
woman's career development process.
Other Program Designs For Adult Women
By the end of 1976, this writer was able to locate ten different
Career Education Programs For Adult Women in the United States. Of
those ten, some were aimed at the college level and younger age groups,
some were not complete programs because they offered women only a
8D. Super, "Vocational Development Theory in Twenty Years," in
J. Whiteley and A. Resnikoff (Eds.), Perspectives on Vocational
Development
,
APGA, Washington, 1972, p. 118.
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partial career planning experience, and some were too expensive to
purchase and were therefore not reviewed. From a study completed at
Columbia University in 1975 (Richardson, 1976), six career development
programs for women were reviewed and compared along several dimensions
The dimensions for this study were somewhat modified from Richardson's
and are outlined as follows
:
Model Style (Physical Presentation)
Age and Education Level of Target Population
Facilitation Format (What Is Expected of the Leader)
Self-Direction Format (What Is Expected of the Participant)
Types of Program Goals Identified
Types of Interpersonal Learning Anticipated
Types of Testing Procedures Incorporated
Types of Materials and Exercises Included
Other Resources Included
Types of Skills and Information Needed by Participants
Types of Skills and Tools Needed by Facilitator
Evaluation Procedures Recommended or Utilized
For this review, four specific programs will be compared utiliz-
ing the dimensions stated above (See Figure 3)
:
'Directions For Change" The Continuum Center
Oakland University
Rochester, Michigan
"Career Planning For
Women"
(Welcome To Tomorrow)
Career Planning Center
Los Angeles, California
"Career Exploration
Workshop For Women" vision of Continuing
Education
University of Kansas
Lawrence, Kansas
How To Decide
College Entrance
Examination Board
New York, New York
Figure
3
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CHAPTER II
THE INITIAL DEVELOPMENT OF THE PROCESS THEORY
AND MODULAR LIFE PLANNING/ CAREER DEVELOPMENT PROGRAM
Philosophy
In the past few years, there has been a growing recognition that
women probably have different needs and support systems, from men, in
terms of Life Planning and Career Development Processes.'' Perhaps
this recognition has been brought to the surface by the Women's
Movement, the presence in society of greater numbers of highly edu-
cated women, and a beginning awareness of society's decision makers of
the social injustices and unequal opportunities afforded to women in
the society. Whatever the reasons for the increased awareness, a
period of history has been approached when women are stating what they
want and need instead of being told what they should need and want as
members of a society. These women are currently thought of as "The
New Women" or "Role Innovators" (Bloom, Coburn and Pearlman, 1975;
*J. Eason, past director of the Life-Span Center at Salem College,
says,
. .
One reason why many modern American middle-class married
women do not fit into traditional theories of educational and voca-
tional development may be that they do not fit into the traditional
cultural context of work." The reader may also wish to consider that
work women do at home (unpaid) is not considered part of the Gross
National Product either.
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Tangri, 1970) . This type of woman has been emerging over the last
decade as a person who wants non-traditional careers and life styles
either by making long-term commitments to paid occupations and/or by
combining marriage, family and paid employment throughout most of
their lives (United States Department of Labor, 1975).
Two specific areas will be explored in this chapter—development
of the Process Theory and the actual development of the Modular Pro-
gram which was designed to be presented in one phase of the process.
In the early development stages of the Process and Program, the above
issues involving changes in women's lives quickly brought to the minds
of the developers questions about the traditional, earlier resources,
materials, counseling techniques and facilities and specific programs
which were designed to help girls and women with their career develop-
ment needs. Were these traditional resources, counseling techniques
and total programs going to be effective now with the "New Woman,"
not to mention young girls moving through the society having been
exposed to the newer changes in their early lives? The developers
believed that the traditional approaches to women's life planning and
career development would need some major revision, including changes
in social philosophies about women, in general, and their roles in
society, in particular.
One revision would involve production of resources, counseling
techniques and total programs written for women based on their stated
verbal and written requirements (Mathews, et al., 1972). Even quite
recently, many of these "helping" agents had been described for the
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male population of the society and then adapted to fit women's needs
when requested by a "non-traditional woman."
Assumptions of Change
The philosophy of this Process and Program is based on the assump-
tion that people change—physically
,
psychologically, socially, politi-
cally, and spiritually—over their lifetime. If one accepts this
assumption, then programs and services which keep pace with these
changes are advocated. Life Planning and Career Development for peo-
ple is now assumed to be an important, life-long process. For women,
this can mean drastic changes in their life styles at different times
in the life cycle. The Modular Program is a process which is believed
to act as a bridge for these changes, connecting the woman to methods
for exploring alternative choices in planning the rest of her life.
If one also believes that the Life Planning Concept will become a very
important part of the educational process in the future, then tech-
niques to integrate this concept will be sought for all age levels and
diversified groups in the society. Heretofore, the Modular Process
and Program is thought of as an adult, life-long learning process.
Incorporated into the philosophy of the Modular Process are the U. S.
Office of Education's Basic Assumptions on Career Education. Their
assumptions state:
1. Since both one's career and one's education extend
from the preschool through the retirement years,
career education must also span almost the entire
life cycle.
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2. The concept of productivity is central to the
definition of work and so to the entire concept
of career education.
3. Since 'work' includes unpaid activities as well
as paid employment, career education's concerns,
in addition to its prime emphasis on paid employ-
ment
,
extend to the work of the student as a
learner, to the growing numbers of volunteer
workers in our society, to the work of the full-
time homemaker, and to work activities in which
one engages as part of leisure and/or recreational
time
.
4. The cosmopolitan nature of today's society demands
that career education embrace a multiplicity of
work values, rather than a single work ethic, as
a means of helping each individual answer the
question, 'Why should I work?'
5. Both one's career and one's education are best
viewed in a developmental rather than a frag-
mented sense.
6. Career education is for all persons—including
the young and the old, the mentally handicapped
and the intellectually gifted, the poor and the
wealthy, males and females, students in elemen-
tary schools and in graduate colleges.
7. The societal objectives of career education are
to help all individuals to: (a) want to work,
(b) acquire the skills necessary for work in these
times, and (c) engage in work that is satisfying
to the individual and beneficial to society.
8. The individualistic goals of career education are
to make work (a) possible, (b) meaningful, and
(c) satisfying for each individual throughout his
or her lifetime.
9. Protection of the individual's freedom to choose
—
and assistance in making and implementing career
decisions—are of central concern to career educa-
tion.
10.
The expertise required for implementing career
education exists in many parts of society and is
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not limited to those employed in formal educa-
tion. 1
These assumptions appeared to provide a beginning point and basis
for the newer philosophies and programs concerning Career Education,
and it was felt, by this writer, that they should be included in
reviewing the changes and approaches to Career Development. The
assumptions also support the goals and objectives of the Modular Life
Planning/Career Development Program.
Delivery Systems
The developers suggest that the transfer of the process through
the Program may be more effective by utilizing the newer delivery sys-
tems; i.e., small informal "support" or "consciousness raising" type
groups of all women as opposed to delivering the program through more
traditional systems (for example, formal classroom, large male/female
groups). In mixed groups, it has been found that men and women relate
differently to each other than when groups are specifically all one
sex. Separating the group by sex in the early stages of life planning
and career development, the effectiveness of the learning process may
increase for women. (No specific studies have been completed to date
involving mixed groups and career development learning, but differences
have been reported concerning other developmental tasks and educational
1
K. Hoyt, "An Introduction to Career Education," U. S. Office
of Education, September 1974. Quoted in "An Approach to the Develop-
ment of a Comprehensive Plan for Career Guidance for the Commonwealth
of Massachusetts" (Boston, Massachusetts: Department of Education,
1975), Publication #8214, p. 5.
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experiences between mixed and all one sex groups [Ranter, 1974]).
The role of the facilitator/counselor in presenting the Modular
Program is seen to be directive within a set of stated goals and
objectives designed to meet the individual's or the majority of a
group's needs. Non-directive techniques would probably not lend them-
selves to this approach. (During 1973-1975, many different approaches
were tried with several groups of women at the Everywoman's Center.
The directive approach was the one most often sought by these women.)
It is also suggested that the delivery of the Program's curriculum
will be much more effective if the counselor/facilitator has experi-
enced a program of consciousness raising pertaining to sexism prior to
the facilitation of this curriculum. Consciousness raising usually
covers awareness of men and women as a class relationship, social
condition of women, and psychological isolation of women from other
women. This exposure might take the form of a course, series of semi-
nars, a workshop or institute as part of the facilitator's training or
professional growth. The curriculum is designed to be presented
through a sex-bias-free, non-stereotyped atmosphere as the overall
philosophy demands the opening of new options and freedom of choices
and is committed to recognizing the life planning/career development
needs of the "New Woman" in our society.
Genesis of Interventions
The history of the Process Theory and Modular Program begins with
the life situations of seven, unemployed professional women. This
42
particular group was brought together in the Fall of 1973, at the
Everywoman s Center on the University of Massachusetts/Amherst campus
because of their similar concerns and interests:
— They were all adult women over the age of twenty-
five;
— They were all college graduates (some had Master's
degrees, and two were working on doctorates)
;
— They were all unemployed or underemployed;
— They were all seriously concerned with their own
situations and knew of other women who were in
similar situations;
— They were all questioning the processes of
socialization which had brought them to this point
in their life;
— They were determined to do something about the over-
all circumstances they and other women had in common
which related to career development and their past
life planning methods.
Because of their similarities and agreed-upon concerns about the
life/career process for women in general, this group became know as
the Women and Work Task Force of Everywoman' s Center. The reader
should keep in mind that this was only one work group of many at the
Center. Although there were no funds available at first for providing
career-related services and specialized programs, there was available
physical space and a supportive atmosphere by the regular staff to
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encourage the committed group in trying to deal with the immediate
circumstances of unemployed and underemployed women in the area.
The group met on a regular weekly basis and those who had more
time to give, volunteered extra hours to work at the Center. The Task
Force analyzed its talents and skills, collaboratively worked out some
goals for the group, and began to implement the goals through objective
setting strategies. Several members in the group had counseling skills
others had administrative skills and still others had various educa-
tional experiences to share. Limited counseling services and resources
relating to women and work, referral files, job bank information and a
speakers bureau were organized and coordinated for use by area women
(both students and adult women from nearby communities)
.
One of the Task Force's original goals was to provide part-time
occupational and job counseling on a one-to-one basis. The impact of
this counseling service for campus and community women was to become
the rationale for the MLP/CDP.
In the Spring of 1974, three of the Task Force members who had
been providing career counseling at the Center began working together
to develop career counseling formats, materials and resources which
they felt would be useful to the women seeking career development
help. Many of the materials and formats which were currently on the
market had proved to be inadequate for use with adult women and many
of them were in direct conflict with the Center's philosophy involving
the "New Woman." The first exercises and group procedures developed
were based on the repeated needs that were stated by the women clients
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coming to the Center; i.e., "I have a B.A. in English, but I don't
know how that is going to help me earn a living."
As 1974 progressed, the Task Force utilized the Center's "Project
Self Workshop" series to provide small group, life planning and career
development sessions. One-to-one career counseling was always avail-
able on a drop-in and appointment basis. By the Fall of 1974, some
visible trends appeared to be shaping in terms of the type of career
•
development process the women clients were experiencing. These trends
were later organized into a functional process model. (See Figure 4.)
The program developers also expanded their services by providing
outreach into the local communities with their specialized programs
to CETA Agencies, YWCA's, and Community Centers. By late 1974, the
developers were aware that their programs had taken several identifi-
able formats and that the materials could be packaged and presented
as units or modules. The program was named the Modular Life Planning/
Career Development Program for Adult Women and the four-part program
—
Theory (Process Explanation), Facilitator's Manual, Participant's
Manual, and Training Manual—was printed and bound as four individual
components of the program. (See Appendices B and C for Facilitator's
and Participant's Manuals.)
A training program was designed and implemented to train others
who were interested in using the Modular Materials in their own coun-
seling settings within the Western Massachusetts area.
Both the Modular Process and Program were revised four times as
a result of the pilot testing in various settings based upon work with
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a wide range of age groups. The Modular Process and Program has been
presented professionally at the NAWDAC and APGA National Conferences
in 1975 and 1976, and it has been described in the "Counseling Adults"
issue of the Counseling Psychologist
,
as a well-defined program. Cur-
rently, publication is being sought for the Modular Program so that
other counselors may utilize the Process and curriculum materials.
Explanation of the Process Theory
The MLP/CDP for Adult Women is the result of three years of coun-
seling, observing, record keeping and evaluating over five hundred
adult women. These women came voluntarily to the Everywoman's Center
at the University of Massachusetts/Amherst, to use the services
offered by the Women and Work Task Force. Other women participated
through Community Outreach Programs and through Continuing Education
Programs. The process was identified after observing the development
of women as they worked through career-related concerns and interests.
Six phases, three decision points and a reflective review procedure
were identified as making up the construct model. (See Figure 4.)
The process belongs to the Decision-Making and Composit Theory cate-
gories reviewed in the literature review.
The Modular Process or Theory places emphasis on the integration
of the self-role (assessment/development/change) and career develop-
ment (exploration/decision-making/maintenance) of the adult woman.
Not only are there two sets of developmental tasks but there is the
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importance of integrating the two aspects in the adult female. This
is illustrated by the two center circles of the construct, represent-
ing the two sets of tasks. The self-role development is clearly indi-
cated within the broken circular lines. The arrow indicators between
the self-role and career development areas illustrate the integration
of the two sets of tasks. The total circular construct could be
viewed as a life planning process if a woman chooses to move through
the various phases several times during her life span. (See Figure
4
.)
The following description is a step-by-step exploration of the
Process Theory— its internal mechanisms and its borrowed components.
It should assist the reader in clarifying what the process is and how
it functions.
The MLP/CDP Phases were identified as developmental, meaning that
women appeared to move from one position or phase to the next. These
phases are described as non-hierarchical but circular or spiral in
sequence. Women entering the first phase appeared to be products of,
"things that had come their way," not necessarily by choice but through
their socialization.
Awareness Phase
Through dialogue between the woman and facilitator, the counselee
was encouraged to define her concerns, fears and problems, during the
Awareness Phase. Also, during this Phase, the facilitators began
initiating a supportive, understanding atmosphere based on a humanist
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ideology within the counseling field, in which the woman could, hope-
fully, feel trusting enough to explore her individual situation and
accept the facilitator as an equal. This was seen as the critical
reflection stage. The reflective process usually resulted from the
woman's responding to verbal interaction concerning her specific
stimuli— family, religious beliefs, schooling, relationships, work
experiences, etc.—which had surrounded her past or were surrounding
her current life style. The facilitators saw the importance of women
realizing the "dimensions of the reality" of these casually related
parts and how one element in their life style affected another. The
capacity to visualize how these personal dimensions were "parts of
the larger social issues" was also explored with the counselee.
Search Phase
After the Awareness Phase, the woman needed to decide (See
Figure 4) whether to continue in the process or seek information else-
where. These two directions were seen as critical actions. Should
she decide to return to her current life setting, rejecting further
exploration, the action was considered non-critical . Many women did,
in reality, reject further exploration. When the woman reacted in
specific helpful ways after reflection on her situation, a growth
movement began. If the woman decided to continue in the process,
she would find herself entering the Search Phase (See Figure 4). The
facilitators observed that critical reflection continued through this
Search Phase. This occurred in many instances when women began to
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single out and extend their examination of their concerns and career-
related problems within their lives, in preparation for setting some
personal objectives.
Within the Search Phase, where the MLP/CDP is begun to be imple-
mented, facilitators played an active part in sharing current
information—changes in the work world, non-traditional opportunities
available for women, the changing roles of women, suggesting and set-
ting up meetings with women role models, encouraging support group
participation. Obviously, the counselee was urged to continue her
life planning and career development by making a commitment to com-
plete the MLP/CD Program. Sometimes there appeared to be changes in
the counselee' s value system as she began to explore her options,
observe other female role models and experience self-growth.
Activation Phase
When the counselee felt that she was ready, she selected one or
several objectives (modules) for further exploration. As she started
working toward her objectives, this action moved the woman into the
Activation Phase. (See Figure 4.) At this point, the process took on
an even more personalized tone as the counselee, with the facilita-
tor's support, began to actively set up individualized strategies to
meet the counselee's objectives. The modules or special curriculum
units that are offered and might be included in her own program during
the Search and Activation Phases are:
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1. Life Planning
2. Attitude Awareness and Change Behaviors
3. Self-Analysis and Skill Assessment
4. Values Clarification
5. Occupational Investigation
6. Decision-Making
7. Goal Setting
8. Resumes and Interviews
9. On-The-Job Survival Tactics and Outward Mobility
10.
Bringing It All Together
Some or all of the modules could be selected for study and explo-
ration depending on the woman's set objectives.
The woman also needed to decide in what environment she wished to
work through the selected modules—one-to-one, small group, large work-
shop, etc. In addition, she was requested to determine how much time
she would commit to the program.
Perhaps at this point in development the counselee might wish to
consider alternative strategies for herself— for example, investigat-
ing her "right not to work," involvement and satisfactions in volun-
teer work, or her "right to stop working."
Based upon the learning opportunities and support systems in the
Search Phase, and through the process of identifying objectives, con-
tradictions surrounding the physical, social, economic and political
forces in her life could be clarified. If critical action begins, she
continues the process (or seeks information elsewhere) by pursuing her
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objectives. At this point, she will hopefully enter the Maintenance
Phase (See Figure 4), for which she is primarily responsible. It
should be clarified that if the Modular Program has been presented in
the Search and Activation Phases, the MLP/CDP facilitator has, for the
most part, completed his/her participation. Exceptions to this do
occur when the counselee returns for one or two external modules or
continues in a support group in which the facilitator may be taking
part
.
Maintenance Phase
Although this hypothetical point in a Career Development Process
for women (movement into the Maintenance Phase) has been greatly dis-
cussed in the literature, there appears to be an area preceding this
movement which this writer has identified as a "Fuzzy Area." Some
authorities believe that various phenomena may operate at this time
which somehow prevent a woman from moving into the Activation and
Maintenance Phases. (See Figure 2.)
One of these phenomena has been singled out and identified as a
need for the woman to acquire a positive self-image or self-esteem
level high enough to sustain the initial motivation developed in the
Search Phase. Paralleling this area in the model is the woman's
ability to visualize an acceptable integration (to her) of her own
self-role and career development . The "Fuzzy Area" also appears to
include factors such as support and encouragement from significant
others (parents, boyfriends, husbands, children, etc.) for a woman to
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activate her set objectives, seek out available sources of financial
assistance, and acquire a personal mastery of decision-making skills.
It is, therefore, most important that counselors/facilitators do not
forget to follow-up on their client /participant contacts to determine
if the woman has actually caused the critical action to happen for her-
self. This is also a particularly good time to provide opportunities
which include personal support groups, role models. Affirmative Action
and Discrimination Advocacy, and family counseling referral for indi-
vidual participants.
When the counselee proceeds with the development process and
moves directly into the Activation and Maintenance Phases, the facili-
tator's services, if available, now become that of a resource person
with whom ideas, plans of action (goals implemented in the Activation
Phase) and beginning experiences can be "sounded out" at the coun-
selee 's request.
Future Directive Phase
Movement continues occurring through the Reflective Review (See
Figure 4) if the woman has caused the critical action to happen in
the Activation and Maintenance Phases. Assuming the integration of
her self-role development and career development is still acceptable
to her after a trial basis and she has accommodated a multi—role life
style, she would move into the Future Directive Phase (See Figure 4).
This Phase is where she continues to pursue her long-range goals and
stabilizes her new actions (roles) . Upon reaching and completing her
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goals and objectives, she will ultimately move to the Evaluation
Phase. (See Figure 4.)
Evaluation Phase
In the Evaluation Phase, assessment of completed goals, life
styles, and experiences is accomplished through critical reflection
on the new, stabilized action(s)
. The growth spiral could begin again
repeating the process throughout the life span. Because the Process
Theory is viewed as a spiral, it is seen as a lifelong process. A
completed process may occur several times over a lifetime, or a first
one may never be completed.
Women can conceivably move into any one of the Phases at any time
depending on the woman's Feminist Identity Stage (Riccelli, 1974), her
value system, personal needs, motivation levels, perseverance, voli-
tion, and her vocational maturity. Starting the original growth move-
ment can result from an internal or external stimulus; i.e., dialogue
with another woman, exposure to certain types of media, need to be
self-supporting, fantasizing, etc.
Borrowed Components
The Process Theory is not totally unique in that it borrows
several elements from other career theories. From Parsons (1909) and
later Strong's (1943), Trait Factor Theories, there are components of
matching individual abilities and interests. Many of the observed
women were not able to identify their specific interests and abili-
ties. They were hesitant to mention that their skills and abilities
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developed in their early schooling, through homemaking, child-
rearing, early employment experiences or community involvements, were
of any interest to them, nor were they able to visualize how these
same skills and abilities might be transferable to the present job
market. In general, they did not see their skills and abilities as
valuable resources to the total society. This inability to transfer
skills applied to women who held college degrees in various fields as'
well as those women who had quit high school to marrv and have a
family.
Caplow's (1954) and Rossi's (1965) Sociological Theories supplied
a larger base for this process in that they hypothesize, "Circumstances
beyond control of the individual contribute significantly to career
choices." (See Figure 2.) The functional reasons for addressing this
social philosophy are based on one's coping effectively with the
environment and their commitment to opening up various options. Often,
women appeared not consciously aware of their situations within their
environments and in some cases they showed signs of deteriorating
mental health due to their positions within society. (This might be
due, however, to the double standards applied by some authorities as
to what characterizes a healthy adult woman [Broverman, et al.,
1971]).
The Process Theory and MLP/CDP Program also extract several fac-
tors from the Self-Concept Theories, specifically, Ginsberg (1952) and
Super's (1957) early work, and later the work of Rogers (1951) and
Super (1972) . They hold that the Self-Concept Theory is developmental
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and client centered. The very recent work of Richardson (1974),
Hansen (1974), Mathews (1972), and Waters (1974) parallels one part
of the Modular ideology that deals with women's self-concept. They
suggest that through a woman's socialization and sex stereotyping in
the society, women are "taught" to acquire poor self-images of them-
selves and low self-esteem (Bardwick, 1971)
.
There appeared to be a responsibility (through facilitation of
the Modular Program) to help those women who so desired, break out of
their sex-typed, self-images as they related to mating, homemaking,
child rearing, occupational involvement and the work world as a whole.
This is where the Process Theory differs significantly from previous
ones. Many career development theories in the past have assumed that
a facilitator/counselor must only work with an individual's current
value structure. At times, the MLP/CD Program helps to change self-
images and value structures within the individual. The developers
maintain that to work with the status quo (only the client's current
values) will mean that the immediate career-related situations and
problems women are experiencing will merely perpetuate themselves
for that client in the future. An example of value and self-image
change could be illustrated: A woman realizes that it is possible
for her to lead a complete and fulfilling life if she never marries.
Another would be a woman's discovery that someone else can care for
her children (at times) as effectively and satisfactorily as she or
her mate can. Changes such as these could have a significant impact
on a woman's career plans over her life-span.
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Personality approaches to career development (matching personality
traits to specific occupations) with which Roe (1957) and Holland
(1966) have been associated are indeed incorporated into the MLP/CD
Program. They are also important to the Process Theory. Some per-
sonality traits may be inherited and others are surely developmental;
but during the Career Development Process, at least while the Modular
Program is implemented, many personality traits may be changed,
improved upon or eliminated. The experiences allow for a great number
of differences in people and provides for the many individual needs of
most women. For clients resisting change, the Program will be less
effective
.
Strengthening self-images, identification of conflicts, investi-
gation of ego strength, clarification of female psychological develop-
ment (in relation to chosen occupations), persistence levels, and
abilities to manage multiple roles, are factors taken from the Psycho-
analysis Career Development Theories and incorporated into the Modular
Program.
The Process Theory provides for individual growth at any life
stage above the high school level since there are no time lines on
when one "should be" or "ought to be" in any particular Phase ; nor
are there any limitations on how many times a person may move through
the total or partial spiral process.
The curriculum for the Modular Program, which was designed to
be implemented in the Search Phase of the Process Theory, \tfill be tho-
roughly discussed in Chapter III, "The Modular Life Planning/Career
Development Program Curriculum Design."
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CHAPTER III
THE MODULAR LIFE PLANNING/CAREER DEVELOPMENT PROGRAM
CURRICULUM DESIGN
How the Curriculum Was Developed
According to several authorities on curriculum development (Taba,
1962; Beauchamp, 1961; R. Tyler, 1949), all curricula contain certain
elements beginning with a statement of aims or specified objectives,
encompassing a selection and organization of content, and concluding
with a program of evaluation. Taba (1962) offers the following pro-
gressive steps to be followed in designing any curriculum:
1. Diagnosis of Needs
(The needs of students in a given population
should be identified.)
2. Formulation of Objectives
(Being aware of those values on which the content
is chosen, what content is going to be considered
important?)
3. Selection and Organization of Content
(What ideas, concepts, information, etc., will be
chosen for it's significance and how will these
be sequenced?)
4. Selection and Organization of Learning Experiences
(What strategies will be used to convey the ideas,
concepts, and information? How will these strate-
gies be implemented to meet the set objectives?)
5. Determination of What to Evaluate
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(Are the ends of this learning process being
achieved?)
In developing the curriculum of the MLP/CDP, each of the above
areas were examined and a rough draft concerning each area focusing
on the philosophy of the total program was constructed. This early
draft was sent out to counselors, academic specialists, and publishers
for specific feedback and comments. (See Page 2, Appendix A.)
Second and third drafts were prepared incorporating their suggestions,
with a fourth and final presentation written incorporating the process-
ing of the pilot tests. (See Figure 6 and Appendices B and C.)
Curriculum development specialists state that there appear to be
some central problems of curriculum design. The first problem is
determining the scope of the expected learning, the second is estab-
lishing continuity of the learning and allowing for proper sequencing,
and the third is unifying ideas from diverse areas. All of these
problems were encountered in the MLP/CDP 's development. However, by
concentrating on a specific group of women (adults) , by packaging the
content in units (modules which could either be sequenced or used inde-
pendently)
,
and building in various types of exposures to the insepa-
rable elements surrounding women's career development (socialization,
economics, politics, religion), the general problems associated with
curriculum development became no less a gigantic undertaking, but a
much needed clarifying process.
%. Taba, Curriculum Development : Theory and Practice (New York:
Harcourt, Brace and World, Inc., 1962), Chapter I.
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The General Curriculum Format
Diagnosis of Needs
At the time of interviewing and counseling the five hundred women
at the Everywoman’s Center (1973-1975), Intake Forms (See Page 16,
Appendix B) were filled out on each woman who visited the Center.
These forms, giving specific notations (by counselors) on individual
needs, provided pertinent information on what adult women were seeking
in terms of life planning and career development services, programs
and courses. Also, the Everywoman's Center Daily Log provided addi-
tional statements of needs from women who visited the Center on a
drop-in basis during the years 1973-1975. In addition to the Intake
Forms and Daily Log, two Needs Assessments (See Page 5, Appendix A)
were conducted, one in the Amherst, Massachusetts, area and one in
the Springfield, Massachusetts, area. Individual women were requested
to fill out a one-page questionnaire specifying their educational,
career development, and other personal needs at that time (1975). The
questionnaires were distributed through local community centers, col-
lege campuses, Y.W.C.A.'s, and private counselors and therapists who
were seeing women clients. Approximately one hundred Needs Assessment
Forms were returned for tabulation. (See tabulated Figures, Page 5,
Appendix A.)
From these three sources of data, requests for services, programs
and courses were stated repeatedly by the local women. One such need
was expressed in the form of requesting specific life planning and
career development programing and counseling for adult women.
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An overall goal was written to encompass this expressed need and
was stated: "To provide a comprehensive Career Counseling Program
based on individual needs of [adult] women having difficulty dealing
with Life Planning, Occupational Awareness, and Career Development." 2
Objective Setting
Although general objectives were developed from the goal(s) for .
each module (See Facilitator's Manual, Appendix B)
,
specific behavioral
objectives were not written because the developers were not sure, nor
could others agree, what the "desired" or "important" instructional
outcomes of a Career Development Curriculum for women might be. After
three years of using the Modular curriculum materials, this writer
still is not sure of these outcomes. (The writer will attempt to
identify and outline some suggested outcomes in the Recommendation sec-
tion of the dissertation.) As examples of this uncertainty, the reader
might wish to consider the enormous implications surrounding women who
have changed or consider changing their social roles and what impact
this phenomena may have on: the general goals for educating women in
the society, the participation of women in the work world, her responsi
bilities to the family, and how women will see themselves in the future
The scope of the process is so huge that in undertaking the task of
setting behavioral objectives for this program one might only be able
2
M. McCann and T. Rumpf, Modular Life Planning/Career Development
Program For Adult Women
,
Unpublished Facilitator's Manual (Amherst,
Massachusetts: Center for Occupational Education, University of
Massachusetts, 1974), p. 14.
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to operationalize the most trivial learner behaviors, thus ignoring
the really important outcomes. Other outcomes that could be very
difficult to define and measure are extraneous elements to participant
behavior but are seen by women as significant in their lives. These
elements include family (parents, husbands, children), attitudes and
values of educators (instructors, administrators and policy makers),
the community in which she lives (employers, neighbors, religious
leaders), and society in general (government policies, educational
philosophies, religious doctrines). Since no one apparently knows how
the learner, in this case the adult women, should behave (or what is
expected of her) after instruction, how can the behaviors be precisely
planned in advance? Broverman (1971) has suggested there is even con-
fusion over what characterizes a "healthy" adult woman in our society.
In addition, because each person is an individual, there appears to
be something "de-humanizing" in expecting all the participants to
behave in the same manner after being exposed to certain learning.
Experiences in which women participate through the MLP/CDP are viewed
as the primary steps for sorting out and selecting the behaviors women
wish to exhibit as "New Women" of the society.
There is recognition that because so many variables exist and
interact with each other (refer to Figure 2) in this type of learning,
participant behaviors may need to, first be defined and then be evalu-
ated. Since the discipline of Career Development is a relatively new
instructional process for women (1960's), unanticipated results
(behaviors) which may really be important could easily go unnoticed in
62
an evaluation of objectives set before the instruction begins (Popham,
1967 )
.
In defense, however, of the value for setting objectives before
a learning experience begins is the argument that if career develop-
ment instruction is to be considered a subject discipline in its own
right
,
it will probably need to be operationalized through some
process followed by a measurement procedure. If the field of educa-
tion is to value and accept Career Development as a legitimate disci-
pline, then it will probably have to undergo a traditional or non-
traditional curriculum development procedure regardless of who the
learner group may be.
Selection and Organization of Content
The first impression one becomes aware of when working with
career development curriculum is the appearance of elements or compo-
nents within the discipline. In the review of the literature (Com-
parison of Other Career Development Programs For Women)
,
there were
several segments or components identified in the reviewed programs
—
the most common of these components being: A Self Analysis, Skills
Assessment, Values Clarification, Goal Setting, Occupational Investi-
gation, Decision Making, Resume Preparation and Interview Techniques.
Some had additional areas dealing with Job and Occupational Survival
and Mobility. Because these elements are separate segments of a
general career development program, a modular approach facilitates
the coverage of these varied areas separately as well as sequentially.
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By designing a curriculum module around each specific element
,
a
series of separate modules eventually shaped the completed MLP/CDP.
Each module was designed to meet a different goal and set of objectives
so when the program is experienced in total, the client will have had
exposure to ten basic elements in a career development process. The
specific elements selected for content were the need areas women cli-
ents had requested most often. The modules, when completed in the
Participant's Manual, also became personal resources which may be
referred to by the client in the future. Individual modules contain
several suggested exercises or learning experiences which state their
own objectives, thus helping to clarify and carry out the module's
goal. (Refer to Appendix B for examples of specific modules, their
goals and objectives.)
To date, there are ten curriculum modules in the MLP/CDP. This
format facilitates meeting individual needs; e.g., one client may wish
to complete all the modules, another client may desire only one or two
modules. When the ten modules are combined into one program and facili-
tated by a trained counselor or paraprofessional , the Modular Program
can become a comprehensive, developmental career process for adult
women. Through different pilot models for presenting the curriculum
materials and incorporating different types of learning opportunities,
flexible delivery systems to groups as well as single individuals is
allowed. Environments in which the program models can be used include
educational settings; community and national agencies; business, indus-
try and institutional settings; and in private segments as well.
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Time spans for presenting the program or separate modules can
vary without limitations, depending on the scope of the program model
and the set goals for what is to be accomplished with the particular
participant or group. The process demands a high level of client
activity; commitment of specific time blocks; a willingness to share
personal thoughts, concerns, life situations, etc.; and personal
motivation levels high enough to carry out the process' suggested
activities
.
The program is experimental and, to date, only superficial evalu-
ation methods have been used to measure its' effectiveness. These
will be discussed in a later section and a more complete model for
the program's evaluation will be outlined in the Recommendation Sec-
tion.
Selection and Organization of Learning Experiences
In developing curricula for specific educational programs, Tyler
(1949) states: "... Learning experience refers to the interaction
between the learner and the external conditions in the environment
3
to which he [she] can react."
Tyler also identifies certain characteristics useful in obtain-
ing various objectives which include:
1. Learning experiences to develop skill in thinking.
2. Learning experiences helpful in acquiring informa-
tion.
^R. Tyler, Basic Principles of Curriculum and Instruction
(Chicago: University of Chicago Press, 1950), pp . 65-67.
3.
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Learning experiences helpful in developing social
attitudes. (Perhaps in this case, identifying and
developing new ones.)
4. Learning experiences helpful in developing
interests
To this group, one more characteristic could be added to include learn
ing experiences to develop skills for making decisions.
Once the general objectives for what was to be learned had been
stated for each module (See Appendix B for specific examples)
,
learn-
ing experiences and opportunities were examined and selected to best
meet these objectives. Tyler believes, and it was also the developer'
assumptions, that:
1. The participant should have experiences that would
give her the opportunity to practice the types of
behavior suggested by the Module's objectives (or
to discover new behaviors)
.
2. The participant would obtain satisfaction from
carrying out the behaviors implied by the objec-
tives .
3. Participant reactions resulting from the experience
were within the range of possibility for them.
4. There were many particular experiences that could
be used to attain the same objectives.
5. The same learning experience could bring about
several outcomes.
^Ibid., pp . 68-79.
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When a different pilot format was implemented, the objectives
tended to change slightly and depending on the needs of the particular
group participating, the learning experiences tended to become modi-
fied. Most of the pilot programs included some "basic" learning
experiences; for example, making personal, daily notations on indi-
vidual attitudes and behaviors. This learning experience would vary
in time, depending on the length of the pilot program. The thirteen-
week course would encourage the participant to make notes for two to
three weeks while the two-day workshop would require a single evening
of notations. Other basic learning experiences utilized readings,
discussion groups, film strips, interviewing working persons, taking
field trips, looking up information, writing reaction and summary
papers, and chosen involvement with a wide range of selected projects.
Problem-solving experiences were approached and presented in different
formats, depending on the specific pilot program and the group needs.
Evaluation Procedures
When the modular materials were used in the first pilot programs,
only a very rudimentary, product evaluation was implemented.
On a personal, pre-program Goal Setting Sheet (See Page 4,
Appendix C)
,
the developers asked each participant to write down
specific goals they wished to attain or what they wanted to accomplish
from attending the particular seminar, workshop or course, and to list
any "Roadblocks" they anticipated during the program. These instru-
ments were then reviewed to provide information (decision-making data)
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to the facilitators on what the group would be seeking in personal
experiences. The program was then organized and presented to help
meet the majority of the group's stated goal needs. At the termina-
tion of the program, the goal-setting sheets were returned to the
individual participants for their own checking procedure to determine
if they had (fully or partially) or had not reached their individual
goals set at the beginning of the program.
A second instrument called the "Evaluation of the MLP/CDP" (See
Page 95, Appendix C) was used in the various pilot programs as a post-
evaluation measure. Several specific questions were asked of each
participant with some questions using a Likert type scaling. This
instrument was primarily used to give the facilitators limited feed-
back on hoxj the participants felt about the program in general.
In the longer pilot programs (four week and thirteen week), a
special Module was added to the process and was identified as the
"Bringing It All Together Module." This added module was designed to
encourage the participant to spend some time (usually one-half to one
hour) reflecting on the highlights, new information learned, aware-
nesses, etc., which were brought to the participant's attention
through the exercises in each module as they were covered during the
program.
These early evaluation procedures did not include checking to see
if the particular objectives set for each module were actually obtained.
In order for this type of evaluation to occur, behavioral objectives
would need to be written for each module with on-going review measures
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incorporated into the evaluation design. An outline of a formative
evaluation will be presented in Chapter IV.
Facilitation Notes
Facilitating the MLP/CDP to insure the program becomes a valuable
learning experience for women is probably one of the key factors of
its development. Each counselor or facilitator provides group leader-
ship somewhat differently from another. Therefore, the MLP/CDP 's
facilitation notes and pre-modular suggestions allow for differences
and builds into each module flexibility for the counselor or facilita-
tor to present the materials through their own facilitation styles.
Counseling professionals usually bring their individual values, expec-
tations, group procedures and resources into their counseling situa-
tions. These components of a facilitator's style should be shared
with the participants at the start of a program to provide the group
or individual with some "ground rules" for the experience. The
process format of the MLP/CDP encourages a sharing of facilitator and
participant needs and does not advocate following a "recipe type"
procedure for presenting and participating in an entire program. The
counselor or facilitator, however, should be familiar with the pro-
gram's goals (or have defined his or her own) , its format for the
process, and available materials and resources before attempting a
presentation. Facilitators should also have had their consciousness
raised pertaining to sexism through a workshop, course or seminar.
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A knowledge and understanding of women's career development in general
would be necessary to bring about desirable outcomes of a program such
as this one.
There may be as many as three suggested choices on how to facili-
tate a specific exercise within a module or the format of facilitation
may be completely left up to the facilitator to initiate individually
to best meet the needs of the individual or group. Practice in pre-
senting the modular materials to groups and to individuals is probably
the best way for a facilitator to find out what delivery systems are
most effective for his or her personal use. Sometimes goals and
objectives will have to be redefined or materials may need modifica-
tion to meet the needs of special groups; i.e., different ethnic and
racial groups. This may be accomplished by rewriting exercises, add-
ing similar exercises that are more appropriate for the group, or by
modifying the facilitation of a module to allow the special group
clarification and more effective learning opportunities.
Specified Criteria For Program Replication
In order to replicate the Modular Process or its parts, one
should consider the following criteria:
The Participating Client or Group of Adult Women
— Five to twenty in number for group (one for one-to-
one counseling)
;
— Participants should be twenty years of age or older;
— Backgrounds of participants should be somewhat
varied but not too diversified for cohesive group
process
;
— Entrance into program should be voluntary;
— Participants should be willing to commit themselve
to specific time blocks;
— Participants should be aware that they will be
encouraged to risk sharing their concerns, fears,
interests, plans, etc.
The Facilitator
— Should have some professional training in group
process and possess general counseling skills;
— Should have had consciousness raised pertaining
to sexism in society (Agism and Racism would
also be beneficial)
;
— Ideally, should not facilitate for a group larger
than eight to ten participants (two for twenty
participants)
;
— Should have familiarity with the MLP/CD Process
and Program;
— Should have some knowledge of and skill in using
the specific materials;
— Should have a background in women ’
s
career develop
ment and their patterns of traditional and non-
traditional choices;
— Possess ability to make a program plan with stated
objectives and adapt the materials to meet the
needs of the group or individual.
The Physicial Facilities
— Adequate and comfortable counseling space to
accommodate client or group;
— Equipment to meet scheduled program needs (tape
player, slide projector, displays, books, other
resources)
;
— Access to restroom and kitchen facilities depend-
ing on the program format
.
The Materials and Resources
— MLP/CDP Facilitator's Manual;
— Copies of MLP/CDP Participant's Manuals for each
woman
;
— Supplementary readings as needed;
— Career and Occupational Resources—some of which
should be specifically designed and written for
women (See Bibliography of Appendix B)
;
— Guest speakers (optional) .
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It is important for the presenter to keep in mind that the size
of the group, the specific socioeconomic and educational backgrounds
of the participants, time blocks allotted for group interaction, and
the amount and quality of counselor feedback and follow-up, will have
considerable impact not only on the delivery system but also on the
outcome of the overall program. This is where the facilitator will
draw upon his or her past skills and training in order to adapt the
materials and facilitation style to the individual group of client
needs
.
Pilot Tests
The pilot testing of the MLP/CDP was accomplished through a
series of workshops, seminars, and a college credit course. The Pilot
Programs were given over a period of two years (1974-1976) in the
geographical area of Western Massachusetts. The program developers
did not sponsor the programs privately but contracted for and offered
them through existing operations on the University of Massachusetts
college campus and in local community agencies; i.e., Community
Centers, Continuing Education Division. This utilization of existing
facilities allowed the developers to spend more developmental time on
preparing curriculum materials, collecting resources, contacting guest
speakers, setting up field trips for the participants, and working
through the additional organizational tasks associated with an educa-
tional program offering.
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A total of seven pilot programs utilizing four different facili-
tative designs (one-day seminar, two-day workshop, four-week workshop,
and thirteen-week course) were implemented to test-use the modular
materials. Individual program materials—workbook, text, and selected
readings—were purchased by the participants, and additional reference
resources—film strips, cassette tapes, reference books, etc.—were
made available to each pilot group. (See Bibliography, Appendix C.)
Test Populations
The Pilot Programs designed to experiment with the Modular
Curriculum Materials were primarily aimed at the woman aged twenty
and older. The school-based as well as the community-based programs
attracted numbers of approximately fifty percent in the twenty to
thirty year age group and fifty percent in the thirty to fifty year
age group. The women were from mostly middle-class economic back-
grounds, although in two pilot programs several women were represented
from the lower-economic levels. The women came voluntarily to the
pilot programs and each woman paid a fee to attend the particular pro-
gram she chose. The fees ranged from $20.00 for the one-day seminar
type to $100.00 for the three-credit course. None of the women stated
they had ever participated in any formal or organized career develop-
ment, with the exception of a few younger women who stated they had
sought one-to-one help from a guidance counselor in high school.
The women in each pilot group represented several different life
styles or statuses, including young unmarried women, married women
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with and without children, divorced women, and widowed women. Regard-
less of the women's statuses, all appeared to be seeking help by
verbally stating they wanted to learn skills which would assist them
in their life-career planning.
Test Sites
Specific sites for the pilot programs varied somewhat between the
school and community settings. For example, the community-based pilot
programs were held in informal community center locations within urban
districts. All facilities provided adequate space for the size of the
group—comfortable seating, controlled lighting, ventilation and heat,
restrooms and kitchen facilities. All facilities were centrally
located and accessible by private and public transportation.
The on-campus sites were primarily classroom type facilities
that provided adequate space, standard seating, controlled light and
ventilation, and restrooms, but did not provide kitchen facilities.
The campus sites were very accessible to the student population but
not as much so to the extended communities from which the older women
were drawn.
None of the facilities provided or arranged for child care for
the participating women, nor did they provide any overnight accommoda-
tions for the two-day workshops.
Program Formats
Over the past three years, several different program formats
were initiated. They included four-week workshops (sixteen hours),
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two-day workshops (sixteen hours)
,
one-day seminars (eight hours)
,
and a thirteen-week course (thirty-nine hours)
.
The four-week workshops were offered through the Everywoman's
Center's, Project Self Workshop Series, and through the Continuing
Education Division at the University of Massachusetts. Fees were
charged and some scholarship money was available to poor women who
wished to attend. About eight Modules out of the total MLP/CDP were
presented in this format. The four work periods (one each week) con-
centrated on the following career development components: Life Plan-
ning, Self-Evaluation, Skills Assessment, Values Clarification, Occu-
pational Investigation, Decision Making, Goal Setting, and Resume and
Interview Know-How. Some (very limited) emphasis was given to the
issues surrounding the changing roles of women and women in the paid
labor force today. Several exercises or activities were presented
for each Module with time allotted for group processing and personal
sharing.
The One-Day Seminars and Two Two-Day Workshops were capsulated
forms of the four-week format. These were generally offered through
the community-based programs. Only the highlights of the MLP/CDP
were presented; i.e., one selected activity or exercise was imple-
mented for some of the Modules, while the remaining Modules in the
program were briefly discussed with the participants without their
experiencing any on-hands learning opportunities. Fees for these
workshops and seminars were charged but amounted to less in total
costs than the longer pilot programs. Time allotted for group
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processing and personal sharing had to be curtailed drastically. The
basic goal of these formats was to expose the participants to only the
concepts of life planning and career development and to encourage the
participants to follow-up their concerns and interests by seeking
additional help from other sources. Also, the facilitators tried to
encourage the participants of these shorter programs to sustain motiva-
tion levels high enough to work out individual plans using the basic
tools and materials each woman had received through the program.
The thirteen-week course was designed to pilot test the MLP/CDP
in a traditional educational course setting. First the course was
outlined and fully described by stating the goals and general objec-
tives for such a course; making up reading lists; selecting a text(s)
and additional readings; obtaining references on facilitator/instructor
competencies; and assembling appropriate resources for the student's
use. This preparation took approximately six months to outline and
assemble, at which time, a verbal and written proposal was made to
the Division of Continuing Education at the University of
Massachusetts for the course offering. Initial approval was obtained
to offer the course from the Continuing Education Administration and
a suggestion was made that the course be implemented as the first
Bachelor of General Studies (BGS) Course to be offered through the
Division's new program. In order for the course (Women and The Life
Career Process) to be offered as a BGS course, the formal proposal
had to be presented, through an outlined procedure, to an Academic
Faculty Senate Committee within the University. The Committee was
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established to screen course offerings for the Division of Continuing
Education. This screening process involving the thirteen-week course
was a procedure in which the course underwent detailed scrutiny by the
Committee. In a period of four months, the course proposal was pre-
sented, discussed and defended several times. The Committee's most
prominent objection for the course offering was allowing credit for
a personal growth experience at the college level. They had no objec-
tion for the course to be offered for non-credit. The defense for
pro-credit was to present documented information on the higher educa-
tional needs of adult women returning to or continuing in school.
These needs were generally defined as different from the regular
college-age student and, therefore, an important consideration for
educators in higher education. Since the philosophy of Continuing
Education is to help meet the educational needs of adults as well as
younger persons (many of whom are women)
,
the defense was accepted
and the course was approved by the Faculty Senate Committee.
To explain, in detail, the entire format for the thirteen-week
pilot program would consume unreasonable space in this dissertation.
Three additional areas to the Modular Program were, however, developed
and implemented to meet some unmet needs that were apparently lacking
in the earlier, shorter length pilot programs. These three areas
were identified through participant feedback and facilitator evalua-
tions. They are outlined as follows:
1. Helping women to become aware of the positions in
society which women currently hold. Women were
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provided a chance (two or three weekly sessions)
to explore existing sex roles, life styles and
work pattern alternatives and to share personal
situations with each other. The facilitators
and participants found this peer-to-peer learn-
ing experience particularly valuable for explor-
ing many kinds of alternatives, differences in
attitudes and behaviors, and so on.
2, Increasing the overall time length of the program
which allowed the facilitators an opportunity to
work individually and interact with the women
participants while they were actively taking part
in the modular exercises. This interaction time
was previously seen as a luxury in the shorter
pilot programs.
3. Following-up by facilitators on the learning
activities through various forms of processing
and evaluation. Until this format was piloted,
it was not known if the Modular Program was
particularly helpful to women either on a short-
term (during program participation) or over a
long-term span (at the end of thirteen weeks)
.
Although the enrollment for the course was small (N=8) , the
process was actually packaged by this writer as the first BGS Course
for the Division of Continuing Education and the first Career
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Development, Credit Course for women at the University of
Massachusetts/Amherst Campus.
Processing the Outcomes
To review the outcomes of the various Pilot Programs utilizing
the MLP/CDP materials, the post-program evaluation questionnaire
(See Page 92, Appendix C) was filled out by each participant and tabu-
lated to provide outcome data. (See Figure 5.) The data were not
treated with statistical measures as the information is presented only
for general feedback and to give the reader an overall view of the par-
ticipant' s reactions to the pilot programs. In Chapter IV, recommenda-
tions will be given for revision of the post-program questionnaire
which can be used for more effective participant feedback.
Most of the Pilot Program participants (N=67) stated that they
had been able to meet individual program goals set at the beginning of
the workshop, seminar or course. Thirteen said that they had not met
their goals by the end of the program. Nine, however, did not respond
to the questionnaire.
About half of the participants showed a lowering of Life Planning
and Career Development Frustration Levels from having taken the MLP/
CDP, as tabulated from individual responses on the questionnaire.
Almost all (eighty percent) of the participants stated that they
had either a very good or good understanding of the Modular Program
and could put themselves through it at a later date. None said they
had a poor understanding of the process. Most of the women (eighty
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percent) stated they were able to set some future goals ("specific
things" they were going to accomplish after leaving the program) as a
result of the program. All the participants in the Pilot Tests said
they would recommend the program to other women.
Responses to the open-ended questions at the end of the post-
evaluation questionnaire, "What could you suggest for making the
experience better for you or in helping us to present the program to
others in the future?" yielded a variety of comments. The most fre-
quently stated response was more time should be allotted for the
total program and that too much material was presented in too short a
time span. These types of comments did not come from the participants
in the thirteen-week course. The other most predominant comment from
participants in the larger groups involved the "felt" need to make the
groups smaller, thus allowing for more sharing and interaction time.
Some participants stated they would like to have some follow-up ses-
sions preferably on a one-to-one basis. About half of the written
comments supported the program with positive statements, encouraging
future development and continuation of program offerings to reach
other adult women
.
The facilitators for each format stated the lack of time was the
single most restrictive element in all the formats. Even in the
thirteen-week course, there still appeared the lack of time for indi-
vidual help sessions and allotted time for follow-up sessions. The
facilitators felt, because the facilitation was conducted in all for-
mats by a two-member team, no one facilitator became "physically
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exhausted" or "mentally drained." The team facilitation method for
this type of programming, apparently, was a crucial criterion for a
successful presentation. Through verbal and non-verbal behavior,
support (or non-support) for each other's ideas, module delivery, and
different group process (and interaction)
,
added interest and extended
exposure of the Life Planning-Career Development concepts for the par-
ticipants were realized. These comments were obtained through
informal "rap" sessions among the facilitators immediately following
a pilot program presentation. Comments from various facilitators
were noted as a result of five of these process sessions.
Modification of the Curriculum
The MLP/CDP curriculum was revised and modified a total of four
times. After each Pilot Program, elements of some modules were
rewritten, new modules were developed, new materials were added to
existing modules, and ineffective exercises were deleted. New con-
cepts to women's career development, bibliographic citations and
external resources, newly published in the literature, were included
in the process and programming formats.
The earlier and shorter (eight to sixteen hour) Pilot Programs
were condensed to such a point that three or four modules were
omitted in the presentation. This led the developers to the idea of
packaging the program in a shortened version. By not using the Par-
ticipant's Manuals, they selected one instrument or exercise from six
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or seven of the Modules and packaged them in unbound folders. To
this folder , they added a program outline (covering the specific for-
mat)
,
a statement of program objectives, a term definition sheet, and
a post-program evaluation form. This folder format appeared to meet
the shorter, Pilot Program needs and could be modified to meet
specific group needs. This smaller packaging plan also helped to
relieve the participant's negative reaction and comments about receiv-
ing too much material.
The full program format (all ten Modules) was presented in one
of the four-week workshops and during the thirteen-week course, with
less time being given to group processing, group interaction, and less
participation in the modular exercises during the four-week format.
It was only after the earlier, shorter formats that the developers
decided to set some general objectives for the particular modules. The
modification led to a revision in some of the exercises in order to
provide the participating women with learning experiences which would
best meet the stated objectives for each module. For example, in
stating the general objectives for the Life Planning Module, two new
exercises, adapted from Alice Sargent's Life Planning Exercises
(1974)
,
were added to the original exercises in the Module to better
meet the newly defined objectives. Other modifications included call-
ing the attention of the facilitator to other learning experiences
which could be substituted for or added to a Module.
Clearly, a method was needed which would facilitate making
changes in the process as the program was developed. The organizers
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found themselves acting as evaluators of student performance and as
assessors of their own effectiveness while program elements were
emerging and growing. The necessity for a well-planned, formative
evaluation became apparent for the maturation of the total curriculum
program. Modifications resulting from the earlier pilot tests and
based on the general objectives of the Module Segments gave support
to the requirement for formalizing a structured evaluation to facili-
tate planned program modification.
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CHAPTER IV
RECOMMENDATIONS, SUMMARY AND DISCUSSION
Recommendations
This section will deal primarily with suggestions for improving
the Process Theory and Curriculum Model with emphasis placed on the
presentation of a Formative Evaluation for future use of the MLP/
CDP. The beginning steps that were taken in the earlier programming
to initiate the framework of a formative evaluation will be reviewed
followed by a structured, evaluation plan.
Suggestions for an Evaluation of the MLP/CDP
Depending on the objectives an evaluator sets for an evaluation
or what type of evaluation model is selected for use, the evaluator
will eventually be concerned with:
1. For whom will the evaluation be done? (Who are
the decision makers?)
2. What are the resources available for doing the
evaluation (money, time, staff, facilities,
etc
.
)
?
3. What types of data will be collected and how will
the data be used?
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4. What instruments /techniques will be used for col-
lecting the data?
Keeping these in mind, both summative and formative types of evalua-
tion will be looked at as possible formats for proceeding with an
evaluation of the MLP/CDP. The model is still in developmental stages.
An evaluation is appropriate, which will help make reasonable decisions
for change as the development process continues.
Summative Evaluation
The product-type evaluation (attempts to measure only the ends)
,
utilized to a limited degree in the Pilot Tests, did not appear ade-
quate. Summative Evaluation is used to determine effectiveness of a
program or course after it has been completed and tends to assess only
its' outcomes. In presenting the concepts of the Modular Program at
professional meetings, the developers were often asked about effective-
ness, total value of the program, participant feedback responses, long-
term effects and available data for making modifications in the pro-
gram's curriculum. Summative Evaluation alone would not be as useful
in attempting to answer these questions as it would in combination
with other evaluation methods.
In the early program testing, the developers did not know what
outcomes to expect nor could the types of information to be gathered
be precisely identified. There were some "fuzzy concepts," such as,
"Are we giving participants too little or too much factual informa-
tion?" or, "Wouldn't it be great if we could find out what individual
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women actually do with the experience after the program is over and
they return to their current settings?" and, "Are there any undesir-
able effects?" These questions and concepts led the developers to
consider a Formative (process) Evaluation in helping to look at the
MLP/CDP as a whole.
Formative Evaluation
Wentling and Lawson (1975) provide the following explanation of
what Formative (process) Evaluation is:
The primary goal of process evaluation is to detect or
predict defects in the procedural design of a program
or course during the implementation or operational
stages. In other words, process evaluation should
determine if the program or course is being implemented
as originally planned. The overall process evaluation
strategy should identify and monitor on a continuous
basis the potential sources of performance of teachers
in a teaching situation, communication channels, logis-
tics, the extent to which people involved in and
affected by the program are in agreement with its intent,
adequacy of the resources, the physical facilities,
staff, and the time schedule.
^
Formative Evaluation is concerned not only with program develop-
ment, implementation, and modification but also deals with such pri-
mary activities as planning, organizing, and managing.
With this information as a baseline, recommendations for a
Formative Evaluation (which grew out of informal, unstructured use of
formative evaluation processes during early experiences with the
^T
. Wentling and T. Lawson, Evaluating Occupational Education
and Training Programs (Boston: Allyn and Bacon, Inc., 1975),
PP. 27-28.
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model) will be outlined. First, criteria for what was believed impor-
tant for an evaluation will be established (based on identification of
who the decision-makers are); second, a suggestion for a specific
evaluation model will be presented; third, the development and sug-
gested use of several measuring instruments will be offered; and
last, types of possible data that can be collected and their use in
decision making will be explored.
Criteria
.
The criteria for a Formative Evaluation of the MLP/
CDP in part may be based on the Construct Theory Model and the Pro-
gram's overall goal (See page 60.) The criteria for any evaluation
is, of course, concerned with who the decision makers will be. For
now, the decision makers will be identified as the past and future
facilitators of the MLP/CDP and past participants. (They may also
include program developers, administrators, funding agents, or any
other interested parties, for future evaluations.)
To assist in identifying the criteria for a process evaluation,
past facilitators of the MLP/CDP and other counselors who worked with
adult women were asked to identify the most desirable outcome(s) from
having participated in a program such as the MLP/CDP. (The reader
should keep in mind the facilitators, as well as some of the coun-
selors, were adult women seeking life planning and career development
information themselves) . Several outcomes were articulated and deemed
important. These included:
1. Reflection on and evaluation of (with possible
improvement of) Self-Image;
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2. Reduction of the Home-Career Conflict (which is
another approach to the self—role—career develop-
ment conflict)
;
3. Increased factual knowledge concerning life plan-
ning and career development
;
4. Activation of goals and objectives prioritized
through the program;
5. Level of usefulness (to the participant) of the
program six months to one year after the experi-
ence .
In support of these stated outcomes, Program Goal Setting Sheets
(See Appendix C) were reviewed to identify "Goals" and "Roadblocks"
listed by women participants in several of the pilot programs. Com-
ments included :
"As a widow, I have some security but I lack fulfillment
as I see my children needing me less." Followed by a
comment under the "Roadblocks Heading," "My two chil-
dren, six years and nine years, fatherless, cannot
have me away from home day and night, so I must limit
myself to their restrictions."
"To focus on the many growing areas of the job market
for women. To become more educated on what is avail-
able."
"I'm interested in learning about my own capabilities,
so that I'm not so dependent on my husband and
parents .
"
"In the next few years, I am looking forward to dis-
coveries about myself. I need the tools to find my
niche using skills I feel I have." Followed by her
comments under "Roadblocks," "My own insecurity.
Demands on my time—kids, husband, friends."
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"What I would like to do is get a plan or some kind of
road map to show myself what I should do."
"I want to find a job but don't know where to start."
The past facilitators and counselors felt that these types of
goal statements supported the outcomes articulated by them. Because
the outcomes are so diversified, it is a possibility that future users
of the MLP/CDP may want to limit their evaluations and concentrate on
only one or two processes or outcomes. The third outcome identified,
"To increase factual knowledge concerning life planning and career
development for women," is probably the easiest type of evaluation to
implement, since it is a product type (end) and lends itself easily
to pre- and post-measurement. One could also include outcome number
one, "Reflection and evaluation of self-image," and outcome number
two, "Integration of the self role-career development in a product-
type evaluation by viewing them as measured increases or decreases.
But outcomes one and two also involve process evaluation (means) and
are closely tied to outcome four, "Activation of stated goals and
objectives," and outcome five, "Future usefulness of the program."
For example, if an evaluator wishes to find out if there were any
changes in the perceived integration of the self-role and career
development (conflict levels) and how much improvement was perceived
in a participant's self-worth as a result of having taken the MLP/
CDP
,
then these outcomes could be treated as products. If, however,
the evaluator wished to examine whether the woman had integrated the
total experience resulting in a self-directed activation of her goals
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and objectives during the experience, the evaluation becomes process
or means oriented.
The next section will attempt to outline an evaluation model
which could assist a program initiator to understand and implement a
process evaluation useful in looking at these compounded outcomes.
The model may also be helpful in determining some unexpected outcomes.
Selection and Explanation of an Evaluation Model
. Several evalu-
ation designs were reviewed for possible recommendation for an evalua-
tion model for the MLP/CDP. These included the CUP Model
(Stuf flebean
,
1971), The Tyler (1941) Model, and Scriven's (1967) Goal
Free Model. Except for the second criterion concerning the measurement
of factual knowledge gained, these models did not appear appropriate
for looking at a total, real-life situation—experiencing the MLP/
CDP. These models deal primarily with assimilation, retention and
recall of content (facts). In some cases, they did utilize designs
to provide decision makers with data on which recommendations could
be made for program modification. Since the designs did not appear
to meet more than twenty percent of the criteria for an evaluation of
the MLP/CDP, a model called "Transactional Evaluation" was investi-
gated and thought, by this writer, to be more appropriate. This con-
cept is one developed and used by the Texas Industrial Arts Associa-
tion Curriculum Study (1976) and was developed under a project jointly
funded by the Moody Foundation and Texas Educational Agency. The
Study offers the following explanation:
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Transactional Evaluation assesses both means and ends by-
measuring functional retention. Functional retention is
the myriad of material imbedded in a person's cognitive
life space that is stable enough to provide self-
direction in an unfamiliar setting. This model is pre-
dicated upon the importance of the self—management
behaviors and behaviors that yield familiarity with
one's environment. ... It combines the input (means)
variables and the output (ends) variables to allow an
evaluation of the system (holism). 2 (See Figures 6 and
7.)
In the Transactional Model, "the system emphasizes thinking,
feeling, and self-direction." The philosophy for the concept states
that, "Evaluation should be concerned with the system undergoing
change rather than the outcomes."
The study contends that, "The level of performance of an organism
is not effectively ascertained unless the means and ends are assessed
in relation to each other. Logically, evaluation efforts should
identify means and ends that are developed within the organism as a
result of transactions with the curricular."
Analyzing the transactions a participant has with the curriculum
(in this case the Modules) provides a process to look at the whole
person who is dealing with her surroundings. It may be argued that
an individual's transactions with a new learning experience may not
yield the most "normal" behavior for that individual; but cannot help
cause the person to draw upon past experiences and knowledge, thus
reflecting some reliability of the individual's current behavior.
M. Pierson and R. Zepeda, "Transactional Evaluation: A Model
For Evaluation," Texas Industrial Arts Curriculum Study (Texas:
Southwest Texas State College, 1976), p. 14.
Figure 6 94
TRANSACTIONAL EVALUATION CONTEXT 2
r
Means are behaviors performed in pursuit of a desirable product
or goal and can often be validated by an outside observer. They
are composed of Self-management behaviors and behaviors that
yield functional familiarity with the environment. Ends are the
products or goals (Self-direction) of an educational system.
2Model and description adapted from Pierson, M. , & Zepeda, R.
Transactional Evaluation: A Model For Evaluation. Texas
Industrial Arts Curriculum Study, 1976, page 9.
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Model and description adapted from Pierson, M. , & Zepeda, R.,
Transactional Evaluation: A Model For Evaluation. Texas In-
dustrial Arts Curriculum Study, 1976, page 13.
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"Means or goal-pursuit behaviors are the keys to successful
transactions with the environment. Instructional vehicles should be
developed that allow an individual to practice and refine goal-
pursuit behaviors," according to the study. If the reader refers to
Figure 6 again and imagines that to the block labelled "Functional
Environmental Familiarity" we were to add some Life Planning and Career
Development knowledge factors to a woman's experiences (assume she had
never had any formalized input in this area)
,
and to this increased
environment familiarity she were to add her own self-management
skills, would it not seem logical that the ends (Self-Direction) might
be different from the woman who had no exposure to the Life Planning
and Career Development input? Now assume this same woman, a partici-
pant in the MLP/CDP, states that her main goal is to find a job which
will allow her to be home when her school-age children are. If she
receives some factual job finding techniques along with assessing her
own attitudes, values and skills, and in addition she has some oppor-
tunities to interact with other women in the group who have worked
this particular issue out for themselves, it would appear that by
applying her self-management skills, she would be able to make more
satisfying decisions (Self-Direction) than if she had had no input to
the area of her concerns (Environmental Familiarity)
.
The original study suggests that, "Self-management behaviors
transcend all other behaviors. They are utilized in all successful
coping transactions with the environment. Self-management can be
defined as the management of appropriate means to produce a desirable
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end." These behaviors involve the transforming of values and needs
into preferences and goals hopefully leading to decision making that
will allow an individual a satisfactory relationship with her environ-
ment .
Suggested Measuring Instruments and Their Use . There are
several instruments which have been developed over the past three
years while field testing the MLP/CDP. Some may be useful in measur-
ing the criteria stated for a product evaluation. Other instruments
have been designed and sought which will facilitate a process evalua-
tion. When these instruments are utilized in combination, a Forma-
tive Evaluation may be carried out to measure most, if not all, of
the five stated criteria. All the instruments may be found in
Appendix D. Each instrument will be identified, described and
offered as a measuring tool to be used in future evaluations of the
MLP/CDP. Except for the Goal Setting Sheet (See Page 1, Appendix D)
,
and Post Program Evaluation Form (See Page 17, Appendix D) , none of
the instruments have been tested for validity or reliability. All the
instruments are initial drafts and future users may wish to modify,
and test them in their own settings. Activities actually associated
with carrying out a Formative Evaluation are a possible dissertation
in themselves
.
The following (located in Appendix D of this dissertation) is
a listing of the instruments and how they may be used, what types of
data they yield, and how that data could be utilized:
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1. Program Goal Setting Sheet (See Page 1, Appendix D)
To be used as a pre- and post-check of program goal
attainment. It may also provide information feedback to
the facilitator on what individual women are seeking through
participation in the MLP/CDP. Open-ended data collected
from this instrument could yield information on the number
and types of specific, personal goals, conflicts within the
participants, perceived "roadblocks," and levels of frustra-
tion surrounding life planning and career development. Data
can be coded and given a numerical weight for later statis-
tical analysis. For example, differences in frustration
levels perceived before and after the experience could be
2
treated for significance with a X or T-Test.
2. General and Career Development Information Pre-Test
(See Page 2, Appendix D)
This instrument is designed as a pre-test to assess
participant levels of factual knowledge already known before
the experience begins. It is an instrument to be used in
measuring a product or end result. Actual tabulation of
correct responses can be converted to a percentage and later
be compared to the Post-Test Score.
3. Post-Test Information Essay (See Page 12, Appendix D)
The Post-Test Essay is the "after Program" assessment
of factual knowledge gained as a result of participation
99
in the Modular Program. Responses in the Essay could be
coded with a total percentagk score assigned to represent
the amount and depth of general and career development
information in the essay. The differences in the scores
between the Pre- and Post-Tests can then be treated with a
statistical measure for significance if the program
developer so desires.
4. Mid-Program Checklist (See Page 13, Appendix D)
The Mid-Program Checklist (review process) provides
participants and facilitator (s) with data pertaining to
whether or not the general program objectives, set at the
program's initiation, are being met. This instrument is
suggested for providing feedback to the facilitator and
participant
.
5. Module Re-Cap Checklist and Self-Direction Grid (See
Pages 15 and 16, Appendix D)
The Checklist is designed to provide process infor-
5
mation on two dimensions of a Self-Direction Grid. After
the Checklist has been completed by the participant (for
each module)
,
the outcomes should be plotted on the
accumulative, information graph (Self-Direction Grid).
’’instrument adapted from M. Pierson and R. Zepeda, "Transactional
Evaluation: A Model For Evaluation," Texas Industrial Arts Curriculum
Study (Texas: Southwest Texas State College, 1976), p. 13.
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The Grid can be set up as a graph with numerical scales
so each module can be evaluated separately or, when all
the modules have been plotted, a total score could be
tabulated yielding a final numerical value for the pro-
gram. If several programs are being conducted, group
scores could be compared to determine what particular
programs yielded the highest scores. However, the Grid
is best utilized as a measurement for individual par-
ticipant growth during and after the program's imple-
mentation.
6. Post-Program Evaluation (See Page 17, Appendix D)
This instrument provides the facilitator with
summative-type data which may be subjected to statisti-
cal measurement. (See pages 81-83.) The data also pro-
vides general feedback information from participants to
help facilitators and program developers (Decision
Makers) to assess and make future decisions concerning
the MLP/CDP
.
7. Six Month - One Year MLP/CDP Follow-Up (See Page 20,
Appendix D)
This questionnaire provides product information
concerning the process experience of the MLP/CDP. It
provides data helpful in assessing the process activity
on the Self-Direction Grid. When the individual
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questionnaires are returned, the responses should all be
considered and the overall effectiveness plotted as the
final vector on the individual, participant Grid Chart.
Further Research of the Process Theory
Having reviewed the Construct Model for omissions and sequencing
that may be questioned regarding the career development of adult
women, plus recently observing women actually moving through Career
Development processes, there appear to be two unexplainable areas in
the Process Theory.
The first one is the area between the Search Phase and Activation
Phase. In order to explore the area, the writer identified it as "A
Fuzzy Area" (See Figure 4) on the model. Women not moving into the
Activation Stage by becoming immobilized gave a variety of reasons for
not activating their objectives set in the Search Phase. Whatever the
multi-variables operating in this area are, they need to be researched
and identified. Until we understand what is actually operating or not
operating at this point, there will be no explanation as to why some
women never move into the Activation Phase. (See Figure 8.)
The second area of concern in the Process Construct is the lack
of clarity surrounding the Review (reflection on critical action)
.
In this part of a woman's Career Development, the Review does not
delineate the options or various outcomes that may happen. (See
Figure 4.) If a woman does not move into the "Future Directive Stage,"
what happens? To explore this phenomenon, let's look at one possible
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outcome. Assume an adult woman has entered a two-year technical pro-
gram to acquire electrical technician training or any non-traditional
occupation. A "cooling out process" (Moore, 1975) may cause her to
lose interest, not complete her set objectives, or she may even return
to her original situation before the whole Career Development Process
began. Not much is known about the "cooling out process" except that
it apparently occurs at all age levels and may happen within all types
of institutions or types of training (Clark, 1960) . In the above
example, "cooling out" might cause the woman to return to the Aware-
ness Phase as she considers an occupation in a more traditional field,
for example, secretarial. She may even begin taking secretarial
courses in the same institution. Researchers need to explore this
phenomena to ascertain if the change(s) that occur are caused by
internal (the woman is not satisfied with the integration of her self-
role and career development while training in the non-traditional
field) or by external (counselors, peers, parents, instructors, etc.,
are overtly and/or subvertly discouraging the woman to continue in the
non-traditional program) factors. One way to investigate this Review
Process is to study the women who do move smoothly through this Review
Process and determine why they proceed directly into the Future
Directive Phase, successfully stabilizing their new actions and roles.
Other Concerns
Another area for further investigation would be to observe groups
of middle-class, adult women in other geographical locations to
Figure 8
103
CONSTRUCT OF AN INTEGRATION.
CAREER DEVELOPMENT THEORY
FOR ADULT WOMEN
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determine if these adult women move through a circular career develop-
ment process, and if so, whether their patterns match or appear simi-
lar to the Process Theory described in this dissertation. This par-
ticular Process Theory may be unique to the geographical area of
Western Massachusetts, or even more specifically to a moderate size
university and its extended communities.
A Title for the Process Theory
It was suggested by several colleagues that a specific name be
given the Process Theory described and presented in this dissertation.
One the developers would like to offer is, "An Integration, Career
Development Theory For Adult Women." This title would address the
Process' specific, identifying characteristics—the integration of the
woman's self-development and her career development. Even though the
theory remains an eclectic one, it is believed that an identifier is
needed. (See Figure 8.)
Extending the Use of the Program
The feedback resulting from the pilot program and the professional
presentations of the MLP/CDP has encouraged the developers to pursue
the refinement of the Modular Career Development Program for adult
women. The possibilities for adapting the program to other age, eth-
nic and social class groups is unlimited. (See Figure 9.) The need
for programs aimed at different groups of girls and women in the
society is essential if we expect to see positive changes in women's
life-career patterns. Whether these programs are home, school,
Figure 9
EXTENDED POSSIBILITIES FOR THE MLP/CDP FOR WOMEN
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community or work-world based, emphasis, in terms of research, pro-
gram development and evaluation, is being placed on this form of
development for women; i.e., U. S. Office of Education, Women's
Education Equity Act; Vocational Education Amendments; private founda-
tion support; and institutional changes in types of learning experi-
ences offered to female students.
The Modular Process can be utilized to meet many different career
program needs. The adaptation of the "Integration Process" and Modu-
lar Program to reach high school age women is currently "on the draw-
ing board," and it is hoped that both programs will be disseminated,
through publication and promotion, to reach more women.
Summary and Discussion
During the past three years while this work was unfolding, the
writer collected considerable data on and explored the many factors
which surround women's career development. (See Figures 1 and 2.)
The research pointed out that the subject area was relatively new
(1960 ’s) and very complex. We can no longer assume that women's
career development is the same as men's. (It may be basically the
same for women who do not marry, but eighty to ninety percent of all
women do marry at some time [Women's Bureau, 1975].) If one believes
there is a difference in the two development theories (men's and
women's), programs should be identified and tested relating to women
in order to meet the needs of this large group in the society. For
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the future, predictions are being made by economists, psychologists,
sociologists, educators, and law makers, that consideration for the
career development over the life span of the individual will be forth-
coming regardless of gender. However, it appears to this writer,
that some very basic changes (i.e., elimination of sex-role stereo-
typing; gender discrimination in the work world; changes in men's and
women's attitudes and behaviors toward women seeking achievement
through paid work; and acceptance of alternative family patterns and
structures) will need to take place in the culture before this becomes
a reality. In the interim, special programs and research to study
women's career needs, transitions, and outcomes are essential. This
dissertation was presented as an attempt to begin filling these
needs
.
The first two chapters of the dissertation present the rationale
for the need to develop a Life Planning/Career Development Process
and Program for adult women. This section identified the changes
women in the society are experiencing and why such theories and pro-
grams are so critical to adult women opting for contemporary changes.
A Career Development Process called "An Integration, Career
Development Theory For Adult Women," is presented as a hypothetical
construct. It is based on a spiral of upward growth. The construct
presents and describes six phases (Awareness, Search, Activation,
Maintenance, Future Directive, and Evaluation) and three decision
points through which adult women pass during the integration of their
self-development and career development.
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The literature review covers three categories
—
general informa-
tion and factors relating to women's career development; Career
Development Theories for women; and a comparison of four other career
development program designs for adult women.
The second chapter deals with the genesis of the Integration
process Theory and the curriculum model (The Modular Life Planning/
Career Development Program—MLP/CDP) suggested as an intervention
strategy within two phases of the Process Theory. A detailed explana-
tion is given of the philosophies, early development and content of
the Process and Program.
Chapter Three presents the complete MLP/CDP curriculum design.
It attempts to expand the reader's understanding of the program's
total scope—the curriculum format chosen to present the learning
process (Modules)
,
the process for facilitating the program, the cri-
teria for replicating the program, the pilot testing procedures and
their outcomes, and the modifications of the program's curriculum
segments resulting from the pilot tests.
Chapter Four offers an overview of the early evaluation proce-
dures of the MLP/CDP, followed by recommendations for a structured
evaluation process to provide future users of the program a Formative
Evaluation procedure. The formative, evaluative process presents
criteria for setting program objectives, proposes the implementation
of a Transactional Evaluation Model, and offers several measuring
instruments for collecting and treating future data for evaluation and
modification of the program during later presentations.
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Other recommendations include the continuation of research on
the Integration Process Theory, and plans to develop the program for
use with younger and older women
.
The writer intends that the ideas, concepts, and models presented
in the thesis will allow the reader a basic understanding of the
intricacy surrounding women's career development; provide guidance
personnel and educators with specific counseling and programming tools;
and encourage others to continue working toward more scientific and
humanistic solutions surrounding women's career development.
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The MLP/CDP is a flexible, individualized process designed for use with
adult women. It is a counseling program which requires a great deal of client
activity, and which can be used in groups, workshops, or on a one-to-one
basis. Written and field tested by Marcia McCann and Teri Rumpf, it is the
result of the needs and concerns expressed by the women who came for career
counseling at Everywoman's Center, University of Massachusetts, Amherst,
Mass., and of inability to find an existing woman-centered approach to
career development. The MLP/CDP has been in operation since 1974, one and a
half years. Since its inception, other counselors and practicum students have
received training in the use of the program in order to meet client demands.
The program has been given in a variety of settings: community colleges,
university service areas, CFTA Agencies, Continuing Education programs, and
community agencies. It has been used with student groups, community groups,
and professional groups in a variety of formats - one and two day workshops,
four and eight week workshops, 13 week credit courses, short and longer term
seminars and conferences - in both the one-to-one and small homogeneous and
heterogeneous groups.
The program incorporates a number of separate but coordinated modules
(small units containing exercised and facilitating suggestions), measurement
instruments and other resources. Modules may follow the order outlined in the
manuals, can be restructured or used in segments to meet individual needs.
The modules included are:
Life Planning, Self Analysis, Attitude Awareness and Behavior Changing,
Skill Assessment, Value Clarification, Goal Setting, Decision Making,
Resume Preparation and Interview Practice, Occupational Investigation
and Bringing-It-Al 1 -Together.
Clients are encouraged to do as many modules as they express need for.
It is reconmended that the MLP/CDP be used by a trained facilitator,
counselor or paraprofessional after she or he has become familiar with the
Program. Importance is placed on the counselor's/facilitator's awareness of
her/his own sex-role stereotypes, life styles and career biases and be open
to client choice of any sort, traditional or non-tradi tional . Positive
results depend heavily on client motivation and supportive counseling environ-
ments.
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EVALUATION
This evaluation asks for your opinions of both the Modular Life
Planning and Career Development Program (the modules themselves)
and of the Facilitator's Manual (the modules, the annotations, the
directions, comments, etc.). Please feel free to write in any
comments after each item. We appreciate your cooperation and
welcome any suggestions you have to offer.
Womanpower Project
(OMA #380 9)
Everywoman 1 s Center
University of Massachusetts
Amherst, MA 01002
Facilitator's Manual/MLPCD Program
Is it easy to read?
Does the manual seem consistent?
Does the tone of the manual seem appropriate?
Do the directions, annotations, etc., seem sufficient to you
as a facilitator?
Comments?
2. Style
Is it usually appealing?
Is there enough space provided for facilitator's own comments?
Do you like the looseleaf format?
Comments?
3
. Content
A. Manual
Do the contents procede in a logical sequence?
Do you find the materials comprehensive or are there things which
seem to be lacking? (Please elaborate.)
Evaluation - Womanpower Project
(OMA #3 80 9)
EWC, University of Massachusetts
Comment on any particular strengths of this manual.
Comment on any particular weaknesses of this manual.
B. Modular Life Planning and Career Development Program
In general, do you find this a relevant program?
Comments?
Do you have a sense of the program's effectiveness?
Comments?
Specific Modules Useful ? Comments
Life Planning
Self Analysis, Pt. I
Self Analysis, Pt. II
(Skills)
Attitudes & Behavior
Values Clarification
Decision Making
Resumes & Interviews
Job Survival and
Outward Mobility
Bringing It All Together
Which modules do you find most effective? (if relevant)
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Evaluation - Womanpower Project
(DMA #3809)
EWC, University of Massachusetts
Which modules do you find least effective? (if relevant)
Comment on any particular strengths of this program.
Comment on any particular weaknesses of this program.
Suggestions
WOMEN'S EDUCATIONAL NEEDS ASSESSMENT (1975)
We are asking you to help us to more effectively plan for future
programs to meet women's changing needs. If various courses, workshops,
seminars, etc. dealing with personal development skills and general in-
formation were offered in an on-going program here in your area, what
specific interests would you like to see covered? Please check off the
areas you would like to see more offerings - add any others you wish.
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Personal Life Planning
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_jh_
-tp-
_10
_isL
_J.3u.
*
I
I
Demystifying Management Skills
Leadership Skills
Consciousness Raising
Life Planning For Couples
Parent Effectiveness Training
Women's Changing Roles
Sex Stereotyping in Social Institution
Health Care & Body Awareness
Legal Issues for Women
Retirement &/or Leisure Time Planning
Courses In Women's Studies
_L3L_ Women and Economics
1 p Women and Politics
£ Women and History
IA Women and Law
Women and Literature
Women and The Media (TV, Film, Magaz.)
Women and Religion
Women and Consumerism
A combination course as an intro-
duction or overview of all diciplines.
Personal Information
Name
Address
(If you prefer not to give name please specify
genreral area you live in - Springfield, Arnhem
Westfield, etc. Your name S. address will put
you on our mailing list to be notified of court
Age Category 15 - 18 ^
19 - 25
26 - 35 1*1
36 - 45 m
46 -
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65 +
Would you need scholarship funds
for taking courses? I*; yes .DU no
Thanks for helping us to help
you "Wook It Out." Please re-
turn or send form to:
What Is Your Present
Status?
Highest Education
Level?
Homemaker
S tudent
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Employed
Volunteer .i
Combination
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Which ?
Grade School
High School 3
Some College
or Training
College Grad J
Grad School 7
Professional !.
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BACKGROUND
The Women and Employment Task Force, (also called the Task
Force on Employment) at Everywoman 1 s Center, University of Massa-
chusetts, began because of continuous requests for career informa-
tion and counseling. Over the past year and a half we have met
with hundreds of women; ranging in age from 18 to 62 ; from women
on welfare to professional women. There were women who did not
think of themselves as workers, but who knew they had to work;
women who desperately wanted a career, but did not see how it
would be possible to have one. As we became aware of the range
of problems, we also became aware of the inadequacy of traditional
vocational counseling to serve women. We brought our own personal
and professional experiences to the program, and maintain that the
similarity of difficulties that women experience with regard to
work goes beyond socio-economic differences.
Women are subject to unique difficulties with regard to work,
and it is essential that everyone concerned—women, employers, and
counselors--be aware of these factors and begin at long last to
find new ways of approaching them. To list just a few:
Difference in sex-role expectations--Women often face the
difficult situation of combining primary responsibility for the
household and children with the demands of an outside job/career.
Sex-role stereotyping—Makes it difficult for women to get
certain jobs and to advance at the same rate as their male counter-
parts. Also, women are subject to myths, such as, "women don't
make good supervisors," or "women are not dependable."
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Sex-bias—Continues to exist, although it is theoretically
illegal to discriminate on the basis of age or sex. Sex bias is
manifested in such attitudes as, "women have really no right to
work at all, as their working means taking a job away from a
man." These attitudes and others are still alive and well,
even among recent college graduates.
Cultural expectations—External, such as peer group pressure
to marry, and/or social pressure to have children, and internal
psychological pressures not to depart from traditional or family
norms in order to have a career.
Economic expectations—Since most of the traditional "women's
occupations" are in the service oriented fields, and since women's
salaries are likely to be lower than men ' s , "women's work" is
generally accorded second place, and women are often forced to
defer their own career decisions to those of their husbands.
Lack of education--Women largely have not been educated to
think of themselves as workers. Differences in school (or even
pre-school) activities place different emphasis on work/skill
oriented activities for boys, arts and crafts, or home oriented
activities for girls. The myth that men will provide for women
is "built into" our socialization process.
The following program has been developed to increase women's
understanding of themselves as women and as workers. This in itself
is only a beginning, and as such is incomplete without an increase
in awareness on the part of employers, guidance counselors and
other mental health professionals.
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THE PROGRAM
The following pages represent a career development program
developed by and for women, which can be used for people, regard-
less of sex. Some of these instruments were originated by members
of the Women and Employment Task Force, some are exercises which
have been adapted and synthesized from other sources. The manual
is based on the modular instruments; it provides a tool for the
counselor/facilitator interested in career development. In addi-
tion to the exercises, there will be: explanations, the modules,
the objectives, various ways in which the exercises can be used,
and other relevant information. Some exercises lend themselves
to use on a one to one basis, some are better in groups, and some
can be used both ways. Some may not be necessary at all; a great
deal depends on the counselor/client relationship, counselor style,
time allotted for the program, etc.
It should be pointed out that while these exercises are in
a sequence, there is no one format that needs to be followed.
The purpose of having modules is to provide the counselor/facilitator
with curriculum segments which can be used individually with each
client or group. No two programs ever need be the same, or a pro-
gram can be repeated over and over again. The components are
always at hand to be used in a variety of ways by the counselor.
On a one to one basis a program usually lasts from three to
eight weeks
,
in addition to an intake session. There may well be
exceptions to this. We have had clients who needed only one module,
^•9*
,
resume writing, as well as clients who have gone through a
program and returned several months later for a follow-up session
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on interview practice or job hunting techniques. A complete
career development program has components of life planning, self
analysis, goal setting, values clarification, attitude and behavior
awareness, resume writing, skill assessment, interview practice,
career research and decision making. Modules of job survival and
outward mobility may be added as necessary. This program may be
a luxury for career counselors who have heavy schedules. We advo-
cate forming groups, workshops, or classes whenever possible, and
advocate seeing clients more than once. Career counselors should
consider as many of the components as possible when adapting the
program to their own situations.
There are other ways to approach some of the above topics.
Sometimes a simple interview technique is all that is necessary.
There are numerous do-it-yourself type manuals, some quite good,
on the market. Since women are often so isolated, the presence
of a counselor, a facilitator, or a group of other women to share
the career development experience with is extremely important.
- 5-
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To date, these materials have been used in a number of ways
:
one to one counseling, homogeneous groups (e.g.
,
students)
,
non-
homcgeneous groups (groups with a wide range of age and interests)
.
Groups have functioned from one day to eight weeks. Following
are some comments on each of the above formats.
ONE TO ONE—Has been used in a program lasting from three to
eight weeks plus an additional intake interview. The purpose of
the intake session is to establish why the person has asked for
career counseling, and what sort of information might be helpful.
The counselor needs to make an initial decision as to whether
this sort of a program is appropriate, as some clients are
employment-ready and need specific information, etc. If so, the
counselor may decide which modules are to be used. It has
generally been our practice to share this information with the
client either by verbally explaining the next few weeks, or by
showing the client the modular checklist and asking her to pick
out what seems relevant to her needs. The key to this kind of
career development program is its flexibility, and the fact that
it offers a great number of possibilities to the counselor and
client.
GROUPS—To date we have been using the modular materials
from a two day workshop to a thirteen week course. These work-
shops and courses tend to resemble informal learning groups,
with the emphasis on the facilitator as a transmitter of learn-
ing and resource person, but not a therapist. There is similarity
- 6 -
of life situations among participants that defies socio-economic
barriers and usually they are able to share and give each other
support as they approach career questions. It should be noted
that, as with any on-going group, some time and energy is taken
up by the formation and reformation of the group at each meeting,
and that group energy is apt to vary from week to week. When stu-
dents are involved, it is helpful to give credit, both as a way of
recognizing the academic legitimacy of the workshop or course, and
as a means of sustaining motivation.
FORMATS FOR GROUPS—
One and Thro Day--These kind of workshops create and sustain
a very high energy level, but only begins to "scratch the surface."
The first day may be devoted to personal sharing and life planning
issues, the second day to cover the more factual aspects of career
development—self analysis, occupational investigation, resume
writing, interview preparation, job mobility, etc.
Four Week—A difficulty with the four week format is that
this is not really a long enough time to permit a great deal of
interpersonal sharing; it is barely enough time to present the
materials. This group format may need to be subdivided in order
to meet the personal needs of individual participants, i.e., simi-
lar age grouping, life style similarities, women with children, etc.
The strength of these groups often comes from the differences in
the life situations of the participants. (Cases can be made for
the advantages of having people in similar situations come together,
as well as for people in a wide variety of life situations.) A
possible way of ending this kind of group is to suggest that it
continue as a support group.
- 1 -
format ±s particularly useful
through adult education programs, offered either with or without
credit. The semester course in career development provides 'a con-
tinuous learning environment and allows for supervised study and
follow-up of individual participants. The course can become a
very effective personal development experience for adult women.
Student age groups also find this format most desirable in meeting
their needs. Some participants have commented that this course
was the "best" one they have ever taken. When offering the MLP
/
CDP as a full course with credit, the facilitator should treat
the curriculum as a serious discipline and prepare a teaching plan,
organize various learning opportunities, and implement an evalua-
tion process.
FORMAT NOTES
It has been our experience that formats up to four weeks are
not really long enough to be very effective and useful to the par-
ticipant. The short-term workshops described had about 25 par-
ticipants and were highly successful in terms of an introductory
experience. Our facilitators have worked in teams, ranging from
two to four. In general, groups address themselves very' well to
the more factual aspects of career development, but it is often
necessary to follow up with a one to one experience to address
specific concerns. An alternative to this would be to see clients
once or twice on an intake/specific concern basis, and to form
groups at regular intervals that these clients could then join.
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NOTE: Program Timetable
The programs described do not take into account that the
participants usually will have to spend a considerable amount
of time working on their own in between counseling or group
sessions
.
- 9 -
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THE INTAKE PHASE
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EXPLORATION/INTAKE PHASE
The Exploration or Intake Procedure is one in which the
counselee and counselor get acquainted and which allows the client
to express her needs, concerns and ideas in a supportive atmosphere.
It is also a time for the counselor to listen, observe, make notes
and interact with the client. Often during a Career Counseling
Intake, the client will share important personal information and
concerns about herself. It is most important for the counselor
to keep eyes and ears open for "deep seated" emotional, health or
other personal problems with which the Career Counselor may not
wish to deal in this setting and, as an alternative, the counselor
may offer referral help.
The counselor proceeds with the Intake Session (after any
necessary preliminaries are taken care of)
.
Ours is offered as
an example. You may wish to write your own guidelines; each
counseling environment is different and you will want your
procedures to fit your individual circumstances. We also offer
our Intake Counseling Sheet as a sample of record keeping. We
do not charge for the Intake Phase. If you do charge, you will
want to allow a space on the Intake Sheet for bookkeeping purposes.
The ultimate objectives of the Intake Phase or Session are
to:
1. Provide a supportive, non-threatening atmosphere to
women who wish to explore their work related con-
cerns, problems and ideas.
2. To define the counselee' s immediate needs.
- 12 -
T° offer any information, materials, and resources
tL t?m
CllenV- e -' °ther Programs available at
inform*f f
read;u}9 s ' books, occupational and careeration, and suggest other persons who mightbe helpful to the client at this time.
4 . If appropriate.
Program and how
explain the Modular Process andit may be used.
If the counselee decides to participate in the Modular Pro-
gram, you may want to use the Personal Program Goals Setting
(Pre-Program Evaluative Measure) instrument at the end of the
Intake Session (see first instrument in Modular Program)
.
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ppnrF.nilRES FOR INTAKE OR SHORT TERM CAREER
COUNSELING
1 Note the counselee's name, address,
telephone number date,
* status and how she found out about the
counseling on the
Intake Counsel ing Sheet. Information obtained
in the re-
mainder of the counseling session can either be
noted on the
intake Sheet at that time or written down following
the session.
2. Try to get a brief history.
3. Ask client what she is seeking in terms
of help with work
related problems, expectations, etc. If she has
trouble
stating these try brainstorming with her.
4. Try to pin point a counselee's immediate
needs.
5 If appropriate, explain the various counseling
programs at
you/location—Personal, Modular and Academic Counseling^
Workshops (Life Planning, Career Development etc ) ,
D y
and Weekends for Women, Support Groups, and
Self Growth
Groups, for example.
fi if referral is called for, have counselee write down
all
‘ information-names, addresses, telephone nu”£« s ' '2
^;
is a good habit and should be encouraged. Note
on the Intake
Sheet to whom and where you referred her.
7 If the counselee will be coming back for a
follow-up (second
session with you or someone else), book the appointment.
8. File the sheet in the appropriate folder.
9. If the counselee wishes to explore the Modular
Counseling
Program, go over the program explaining the procedure^
and
answering any questions. Make sure the counselee
understands
the time commitment to the program—that it wiil
probably
take 3 to 4 hours each week plus her counseling
appointmen .
If there is a fee be sure to explain this so there
will
no misunderstanding.
10. Make an appointment for the first Module, if
appropriate,
with a career counselor.
11. Set up a file folder, include the Intake Counseling
Sheet.
12. Be sure to offer other services if applicable. Explain
resources available at your location or other locations.
-14-
Name Date
MODULAR LIFE PLANNING/CAREER DEVELOPMENT PROGRAM
Objective: To provide a comprehensive Career Counseling Program
based on individual needs of women having difficulty
dealing with Life Planning, Career Awareness and
Development. Basic Modules of positive, task-oriented
assignments are designed to prepare women for making
rational career choices. These Modules are presented
and intended for use with the specifically prepared
instruments accompanying each Module and should be
offered by qualified facilitators.
Basic Modular Units
Personal Program Goals for the Modualr Program.
Goal Setting
Life Planning Exercises to explore Life Cycles, Life
Line, Job Fantasies and Women's Changing
Roles
.
Attitude Awareness Negative thought, verbal and non-verbal
and Behavior barriers women may need to change or
Changing work around in order to reach personal
career goals.
Self Analysis Review of one's background, personality
Part l--Personal traits, likes, dislikes, interests,
Assessment values, etc.
Values Clarifi- Clarification of personal and work
cation values necessary for career decisions.
Goal Setting The process and reasons for setting long
and short term personal career goals.
Career Investi-
gation
Decision Making
Resumes and
Interviews
Exploring and locating occupational and
career information, studying an occupa-
tion in depth. Occupational Inventories
may be used.
Basic decision making process, analysis of
past decisions and how to make future ones.
Resume preparation and interview know-how.
Job Survival and Studying techniques and strategies for
Outward Mobility staying on the job and becoming outwardly
mobile
.
Bringing It All
Together
Self Analysis
Part 2—Skill
Assessment
Selection of important data from completed
Modules for creating the "ME" Recap Sheet.
Review of skill areas. Definition of
specific skills—how skills transfer.
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Name Date
MLPCD Program, cont.
Pre and Post Follow Up Modules (if needed or desired)
Personal Counseling to deal with personal problems
Academic and skill preparation
Support Group Participation
Advisor or sponsor assignment
Discrimination Advocacy
Family Counseling
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COUNSELING INTAKE SHEET
NAME DATE
ADDRESS COUNSELOR
PHONE WORK PHONE
OCCUPATION EMPLOYED?
STATUS: Undergrad, Grad, Area Woman, Out of Area Woman, Former
Student, Alumna
LIVING SITUATION: Single— Household head— Married
—
no children with children husband present
AGE
BRIEF HISTORY:
COUNSELING PROCESS NOTES:
SPECIFIC INFORMATION OR TOOLS USED THAT WERE HELPFUL:
INFORMATION OR TOOLS NEEDED TO BE MORE HELPFUL:
REFERRALS
:
MLPCD Program
Process Sheet
Progress of
Date
1st Session
2nd Session
3rd Session
4th Session
5th Session
Evaluation
:
Referred to:
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Date Started
Counselor
Fees
Modules Modules
Personal Program Goal Setting
Life Planning
Attitude Awareness and
Behavior Changing
Self Analysis
Values Clarification
Goal Setting
Occupational Investigation
Decision Making
Resumes and Interviews
Job Survival and Outward
Mobility
Bringing It All Together
Completion Date
MLPCD Program
Intake Phase Note
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THE MODULAR PROGRAM
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PERSONAL PROGRAM GOAL SETTING
—
A PRE-PROGRAM EVALUATIVE MEASURE
For use either in groups or one to one, this sheet is used
to clarify what are the immediate needs and concerns of women in a
career development program. It provides the counselor/facilitator
with information both about needs and goals as well as fears and
anxieties
.
Objectives : To clarify needs.
To provide an opportunity for counselor and
client to discuss what the individual wants
to get out of the program.
Use : ONE TO ONE—This instrument generally is used at the end of
the intake session, or at the beginning of the first modular ses-
sion. Clarifying goals is an important part of the process, and
may determine whether the goal is really to solve a career problem
or whether the individual's needs go beyond career counseling.
This instrument also can be used when a client is trying to make
a decision about whether it would be appropriate for her to con-
tinue. If there seems to be some hesitancy, it is useful to ask,
"What would you want to get out of a 4-15 week long program?" The
response may be referred to after the client has decided to con-
tinue, as a contract for what she can expect' to accomplish as a
result of the program. In order for a reasonable decision to be
made, the counselor should be sure to explain the program and its
components. There may well be cases in which the client thinks
she would like to continue, but does not know what she wants to
accomplish.
-21 -
If, however, within several follow-up sessions, there still
seems to be no clarification, the counselor should consider the
appropriateness of the program for the client and this can be
discussed. Career counseling is often considered a "safe" place
to start for people who have serious problems but who are afraid
of therapy or personal counseling. This is not to say that goals
need to be accomplished in only 3-8 weeks for the program to be
a success; rather, after a week or two it is often necessary to
re-evaluate the original goals.
GROUP—The Goal Setting Instrument may be distributed to partici-
pants as they enter the room for the first time, to give them some-
thing to do and think about before the group actually begins, or
they can be distributed by the facilitator after introductions are
finished. The method of using these instruments should be decided
by the facilitator--they can be done individually, then shared in
a large group, or in dyads and shared, or in small groups and
shared. They can also be done in dyads and then each person shares
the partner's goals with the whole group. These sheets are valuable
to the facilitator as a means of knowing why people came to the
group and what they want to get from it. They are particularly use-
ful in non-homogeneous groups where there may be a very wide
variety of goals and expectations.
Time: Depends on the facilitator's choice of use--l/2 to 1 hour.
Follow Up : The experience of setting logical career goals may
be used for a discussion.
Personal program goals may be reviewed when the
Goal Setting Module is completed and as an evaluation
process to check actual goals obtained by the end of
the program.
-22 -
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PERSONAL PROGRAM GOAL SETTING
(A Pre-Program Evaluation Instrument)
Write down what you want to accomplish during the MLPCD Program.
Starting date (now)
Program ended
Goals
:
Roadblocks: (Both anticipated and encountered during the program)
Evaluation: Were the original goals accomplished? (To be com-pleted at end of program)
Were they modified or changed during the program 7
Describe
.
Copyright
Marcia McCann and
(C/ Teri Rumpf 12/74
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Personal Program Goal Setting Notes
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LIFE PLANNING MODULE
Goal
To introduce the concepts of Life Planning and
give participants an opportunity to examine and
experience two components of a Life Planning
Process—Fantasy and Reality.
- 25-
LIFE PLANNING MODULE
Life Cycle
As something that can be used either in one to one or groups,
this very simple instrument makes the points which are too often
ignored with regard to women and their life cycles; that women may
be available or active in the work force for long portions of their
lives and they have the options of combining several roles at
various times in their lives. This is especially important when
one considers the numbers of women who never think about planning
their lives in order to maximize their choices for developing their
full potentials.
Objectives : To increase awareness of (1) the number of
years that an individual is available to the
work force, and (2) the number of choices for
combining various roles and life experiences.
To put those years in perspective of the total
life span (past, present, future).
Use : The counselor/facilitator can discuss the life cycle, stress-
ing that these are only possible combinations in a life and then
ask that the page be turned over and a circle be drawn on the back.
The participant (s) is then asked to fill in her own life cycle
—
to the present point in her life. The facilitator can call atten-
tion to the empty space (s) (of several participants if done in a
group). Discussion may take place at this point. Participants
can then be encouraged to project out, to identify, and fill in
the future years. This encourages the participant to think about
-26-
the future years in her life cycle and the importance for their
planning.
Time: (In a group) Approximately 15-30 plus time for dis-cussion
.
Follow-Up : Discussion of the life cycle. Reasons why aperson may wish to consider planning theirlives
.
a0
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,
AGE 74-70
POSSIBLE
LIFE CYCLE OF THE
AEV3EKICAN WOMAN
STUDY THE DIAGRAM NOTING THE POSSIBLE
COMBINATIONS AT EACH LIFE STAGE. ALSO
NOTE THE NUMBER OF YEARS ONE IS AVAIL-
ABLE TO THE WORK FORCE. NOW TURN THE
CHART OVER AND DEVELOP YOUR OWN CYCLE.
BE AS SPECIFIC AS YOU CAN.
AGE 30-40
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LIFE PLANNING MODULE
Life Line *
This instrument is probably most effective in groups; on a
one to one basis much of the same information can be obtained
verbally through the counseling session. It is potentially
useful, however, if the counselor has a large caseload and is
pressed for time.
Objectives : To increase awareness of the high points and
low points in one's life.
To increase understanding of why those experi-
ences were highs or lows.
To increase awareness of which factors are
associated with the high points in one's
life--or same trend factors within the group.
Use : A straight line is drawn horizontally across the center of
the page. (Any other form may also be used, see model.) Things
that are remembered as being high points are listed on top of the
line, lows are on bottom. A straight line chronology should move
from left to right so that high and low experiences are listed
beginning with the earliest at left. If a linear format is not
used, highs and lows may be differentiated by color. The facili-
tator night suggest that a total of 10 (any number that seems
appropriate) experiences should be listed.
Then, several alternatives are possible:
1. On a sheet of newsprint, or a blackboard, four columns should
be headed as follows:
Highs Likes Lows Dislikes
*Alice Sargent's Life Planning materials .
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Facilitator begins with a discussion of highs and asks people
to share one or more of the things that they listed as highs.
(Usually there is no opposition to this sort of sharing, but
it should be stressed that sharing is always optional and
that everyone has the right to pass if they feel like it.)
List the experiences on the newsprint and then find out what
made the high a good experience. For example, if a high point
was being chosen to do a certain job, what someone may have
liked about that experience was the sense of responsibility
it gave, the sense of acceptance, of being chosen, etc. After
everyone has done their highs, the same procedure should be
followed with the lows. Facilitator might then want to
Vitiate a discussion of how many people shared common
experiences (very good for bringing the group together)
. What
might follow is a discussion of factors that created highs
and iows which are present in people's current situations,
this exercise is used on a one to one basis, then the
line should be followed with a discussion of the
above
.
Approximate time : One to two hours.
Follow_U£: Referral back to highs and lows as counseling
progresses.
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LIFE PLANNING MODULE
Fantasy Work Day *
This exercise lends itself equally well to one to one coun-
seling and to group situations. It is an excellent tension re-
liever, provides a good change of pace and a change from reality
to fantasy.
Objectives : To break down the idea of work into a series
of small specific questions which, for many
people, are easier to answer than a big
general question.
To enable the client to stop thinking about
which things are possible and to think about
what she would like to be doing.**
To give the client an opportunity to see which
questions are possible to answer and where
gaps in the information systems may exist.
Use : ONE TO ONE—This exercise is generally used early in the
modular process. In one to one, it is usually sufficient for the
counselor to ask direct questions such as, "You wake up—what time
is it? You get dressed--what kind of clothes do you wear to work?"
If there is a question that cannot be answered, it should simply
be skipped over, and perhaps discussed later. At the end of the
questions, the counselor might ask, "What kind of work do you see
yourself doing?" but should not necessarily expect the answer.
GROUP-~Each participant should have an exercise sheet. Facilitator
might want to suggest that the group close their eyes and make
their minds blank. The facilitator should go through the questions
*Adapted from Alice Sargent's Life Planning exercises.
**Fantasy worlds may be very difficult from day to day existences^
making this exercise difficult for some.
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once, giving each person a chance to answer them mentally, then
time should be allowed for each person to go back over the
questions and write down the responses.
Time : 15-30 minutes plus discussion.
Follow Up : A discussion of where the gaps were.
Which questions were the hardest to anwer?
Movement from fantasy to reality—what elements
of the fantasy/ideal day is it possible to
incorporate into one 1 life, what kinds of action
(further training, education, a move, etc.) are
necessary to actualize the fantasy.
What barriers block the fantasy from becoming
reality? A discussion of the barriers surrounding
work that people are aware of at this time also
seems an appropriate follow up for this exercise.
-33-
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LIFE PLANNING MODULE
Fantasy Work Day
Close your eyes and try to imagine the ideal work day for your-
self. See if you can picture, in full detail, what you would be
doing. Then open your eyes and answer the following questions,
or create your own story.
You wake up--at what time?
You get dressed--describe
clothes
.
What kind of preparations
do you have to make?
Do you have to interact
with others?
What kinds of demands are
made on you?
Do you have to work or do
you work because you
want to?
You're ready to leave for
work—time?
How do you get there?
How far is it?
Do you do anything special
on the way to work?
Copyright Marcia McCann andTeri Rumpf 12/74
MLPCD Program
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You get to work
Where are you? (city, small
town, etc
.
)
What kind of work do you do?
Describe the work setting
—
what kind of building, i.e.,
hospital, store, office,
school, etc.
How long have you worked here?
What are your hours?
What do you get paid?
What are your benefits?
What level is the job?
(professional, technical,
training)
Do you plan your work or does
someone do it for you?
How do you work? (alone,
in a group, contact with
others
)
What do you work with?
(people, data, things,
a combination)
Describe some of the people
who work in your area.
Who do you report to?
What do you like about your
job or occupation?
What do you dislike about
it?
Copyright © Marcia McCann andTeri Rumpf 12/74
MLPCD Program
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Would you rather be doing
something else?
What is the next move
(job step) for you?
What are your highest
apriations in this
field or place of
employment?
Copyright (?)
Marcia McCann and
Teri Rumpf 12/74
MLPCD Program
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Life Planning Module Notes:
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ATTITUDE AWARENESS AND BEHAVIOR CHANGING MODULE
Goal
To provide learning opportunities to assist
participants in examining their own attitudes
and behaviors and to encourage the use of specific
processes for awareness and change when partici-
pants indicate desires to experiment.
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ATTITUDE AWARENESS AND BEHAVIOR CHANGING MODULE
The Attitude Awareness and Behavior Changing Module is helpful
for some clients in order to clarify behavior. Many times women
are so socialized into believing "they are" negative, second rate
people that it takes an active, planned effort to bring these
attitudes and behaviors into conscious recognition and attempt to
change them. These exercises, because of their possible risk
taking and fear levels within the client, are probably best done
on a one to one basis. However, with an open, homogeneous group
in which group trust has been established, these exercises could
become good group consciousness raisers. They can be excellent
self-awareness and active participation experiences. We recommend
that the Behavior Changing exercise not be used without first doing
the Attitude Awareness exercise.
Attitude Awareness
Objectives : To raise the conscious awareness of negativism
(personal put-downs) involving thought, verbal
and non-verbal activity as it pertains to attitudes
within the client.
To share with others (family, friends, counselor)
the experience of conscious awareness as one
perceives herself.
Use : For both one to one and group use. For the next session
have the counselee list all those occasions on which she "down
grades" herself. Having noted incidents involving speaking,
thinking or acting negatively, the counselee should state who
recognized this attitude (whether she caught herself or was told
be someone else) and how she felt about it.
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Time: These instruments could be used as take-home activities
between Modular Sesssions to be shared with the counselor (or
group) in the following sesssion.
Follow Up : After the client has made week long notations about
herself, she should be ready to share them with the counselor
(or group) . Sometimes women are unable to list any incidents at
all and other women may list pages of them. If a client has not
been able to list any, the counselor can help the client decide
whether this exercise is going to be beneficial. If the client
agrees that it is important to stay with it, the counselor should
encourage her to try it again the following week. One of the first
steps in changing behaviors is becoming aware of them. After sharing
and recognizing some negative attitudes, it is then possible to
go on to the Behavior Changing exercise the following week.
Behavior Changing
Ob j ective : To encourage the woman client to change negative
expressions and behavior into positive, assertive
behavior in those situations she has identified
through the Attitude Awareness exercise.
Uses : To encourage the client to list the undesirable behaviors
(put downs) which involved her thoughts, speech and actions; list
who discovered the behavior; and describe the course of action or
different kind of behavior she could show instead.
Time : Same as Attitude Awareness.
Follow Up : The counselor, after sharing the list of behaviors,
with the client, will want to encourage the client to carry out
and practice the items in the Course of Action Column in the weeks
to come. If the client had, or is having, difficulty listing the
- 40 -
courses of action, the counselor can help the client clarify
some of these and then encourage the client to practice them.
A session on Assertiveness Training may be introduced here or
referral into an Assertiveness Training Workshop may be benefi-
cial for those women working on behavior changes. Films and
books on Assertiveness Training are listed in the bibliography
and resource section of this manual.
Caution Note: Counselors of both sexes should be aware of and
as free as possible of sex biases and sex stereotyping, when
they are working with female clients in these exercises.
MLPCD Program
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ATTITUDE AWARENESS AND BEHAVIOR CHANGING MODULE
Attitude Awareness
Many times, without realizing it, we "down grade" ourselves
through our thought processes, verbal and non-verbal expression.
It is usually helpful if we know how and when we "put ourselves
down." For the next week, list all those occurrences in which
you downgrade yourself (thinking, speaking, or acting)
,
who
recognized it (get your friends and family to help you)
,
and
state briefly how you felt about becoming aware of the incidents.
Occurrence Recognized by Whom? How Did You Feel?
MLPCD Program
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Occurrence Recognized by Whom? How Did Yon FppI^
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ATTITUDE AWARENESS AND BEHAVIOR CHANGING MODULE
Behavior Changing
Now list the undesirable behaviors (put downs) which involve your
thinking, speech and actions, list who discovered the behavior,
and, this time, describe the Course of Action of different kind
of behavior you could show instead of what you did. Practice
these different behaviors in the weeks to come when confronted
by similar situations. Usually undesirable attitudes and actions
are eliminated by substituting positive thoughts and actions in
their places. Try it in the weeks to come.
Occurrence Recognized by Whom? Course of Action
Different kind of
behavior I could
show
MLPCD Program
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Occurrence Recognized by Whom? Course of Action
Different kind of
behavior I could
show
- 45 -
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Attitude Awareness and Behavior Changing Module Notes
SELF ANALYSIS MODULE
Goal
To provide a series of sequential learning
opportunities to help participants conduct a
personal self-analysis on paper and through
verbal interaction.
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SELF ANALYSIS MODULE
This is most frequently used on a one to one basis although
it is also useful in groups. Self Analysis is most helpful for
those individuals who have not really begun (or who are just
beginning) to think seriously about their future (i.e., relation
to the world of work) or who need the opportunity to re-think the
past, if given time and energy. It is an opportunity to review
past thoughts, explore current and future thoughts and to write
them down in a way that provides an overview of personal informa-
tion .
Objectives : To increase awareness of one's background,
personality traits, likes, dislikes, interests,
personal concerns and self-evaluation.
To encourage an individual to think seriously
about aptitudes, skills, acquired strengths,
and future potentials.
Use: Generally this model is given out at the end of an intake
session and returned to the counselor at the beginning of the
following session (or before if possible) so that she/he can
take a few minutes to read it over and select points from which
to begin the discussion. The client can be encouraged to discuss
those areas of interest and concern. Likes, Dislikes, Strengths
and Weaknesses
,
should particularly be emphasized, and counselors
should look for interests or skills which might be applied to a
job situation. (Women often feel that they don't know how to
do anything
,
1 or that what they do know is not "marketable.")
Also relevant is a discussion of things that would be enjoyed,
expected and tolerated in a work situation. The moot
point questions at the end of this module are particularly
- 48 -
useful--one approach might be to ask which of the statements had
particular meaning. (This is also the part of this module that
is most adaptable for sharing in groups.)
GROUP--The rest of the Self Analysis form might be broken down
by the facilitator into master lists of Likes, Dislikes, Strengths,
Weaknesses, Successes, Failures, which give the members an
opportunity to assess themselves and find that they share some
common interests and experiences. Small groups may be formed to
discuss the moot point questions.
Time: One to one--client can take this home, allowing unlimited
time.
Group--One to two hours.
MLPCD Program
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SELF ANALYSIS MODULE
Personal Review
(Part I)
Directions : These are personal statements. In doing the following,
answer each question as it pertains to how you see yourself—not as
you think others see you.
Step 1, General Information
A. Things I like to do are: (List any talents, work, relaxation,
special interests, etc., you enjoy.)
B. What things have given me the most satisfaction and pleasure
in my life?
C. What things have been most disappointing or discouraging in
my life?
Step 2, Education
A. What subjects in school do (did) I enjoy the most?
B. What subjects do (did) I enjoy the least?
0. What subjects do I have an interest in that I have not
had a chance to try or experience?
Copyright (c) Marcia McCann andTeri Rumpf 12/74
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D. What are some sources for more information on any subjects
that interest me?
E. Does any of this information in this section fall into any
patterns? (Scientific, analytical, social, artistic, mixed
patterns or no pattern at all?)
Step 3, Paid Work, Volunteer Work, Life Experiences
A. I have had experience with or in each of the following areas.
Paid Work Volunteer Work Life Experiences
B. I have special interests in or have thought about doing these
other things too.
C. The experiences and areas of (real) interest to me I need to
explore and/or master to further my interest and expertise are
D. I can explore and master these by: (What sources— schooling,
skill training, reading, talking to people, reasearching a
career, etc. Be specific as to what you would have to do to
find out or learn more about your specific interests.)
Copyright Marcia McCann andTeri Rumpf 12/74
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Step 4, Personality Traits
A. Rate yourself on a scale of 1 to 5.
1 indicates a lack of a trait
5 indicates a strong personality trait
Rate only those personality traits which you see in yourself.
Patient
Impatient
Sympathetic
Rind
Overly Critical
Adaptable
Non-flexible
Easily Angered
Courageous
Gossipy
Forgiving
Jealous
Selfish
Strong Voiced
Duty-Minded
Low Initiative
Punctual
Always Late
Courteous
Sulky/Rude
Positive Outlook
Usually negative
Neat
Lack of Order
Self Starting
Lack of Drive
Stubborn
Worry
Determined
Lack of stick-to-it
Cleanliness
Thoughtless in dress
Self-Confident
Self-Conscious
Well-Read
Fellings of stupidity
Good Vocabulary
Poor Vacabulary
Goal Oriented
Envious
Creative Imagination
Intolerant
B. The personality traits I consider my best are:
C. The personality traits I need to work on to further my
growth, interests and goals are:
Copyright (c) Marcia McCann andTeri Rumpf 12/74
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Step 5, Other Personal Information
Write down any other personal information which you feel is
important in doing a Self-Analysis that has not previously been
covered. (For example, there may be a particular problem or
worry that is consuming a great deal of your time and energy
and thus preventing you from changing your life for the better.
It might pertain to health, family, personal relationship,
financial situation, etc.)
Copyright Marcia McCann andTeri Rumpf 12/74
Place
a
mark
on
the
Self-Evaluation
Scale
where
you
think
you
see
yourself
now.
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MLPCD Program—Self Analaysi
MOOT POINTS
Answer the following questions, reflecting as honestly as possible
how you feel about each statement. (Add any other "defense
mechanisms" you catch yourself using.)
True Maybe False
I can be anything I want to be.
I usually think of what I should do,
rather than what I want to do.
I usually avoid making decisions.
It is easy to accept what others decide
for me.
I sometimes feel that if I wait, the
right thing will come along.
I don't have time to go to school and/or
work and do all the other things expected
of me
.
I often think I should be satisfied with
my life.
I'm not sure that there is anything I
could do job or career wise.
I am not really cut out to be a career
woman
If I were (am) married and had (have) a
family my first responsibility would (is)
be to them.
I am scared, but excited by the idea of
changes in my life.
I feel good about most of the work I do.
I know my weak spots.
Copyright (c) Marcia McCann andTeri Rumpf 12/74
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True Maybe False
I am not too proud to ask for help from
others, especially other women.
I try to discriminate between helpful
and unhelpful criticism.
I have the rest of my life to become me.
I have something important to live for.
I try to recognize and confront
discrimination
.
I don't wait for luck, I try to make my
own
.
Copyright © Marcia McCann andTeri Rumpf 12/74
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SELF ANALYSIS PART II
DETERMINING FUNCTIONAL SKILLS
The following is a list of functional skills or abilities that can
be applied to the world of work. Go down the list and check off
things that you have knowledge of, or have had experience with.
Note that there are two kinds of skills: general, such as
analyzing, coordinating, etc.; and specific, typing, printing,
etc. Check off both kinds, in the space to the left of the
skill. This is not a complete list, so fill in any additional
skills in the spaces marked OTHER.
SKILL PEOPLE DATA THINGS
writing
_
editing
_
proofreading
_
research
_
lecturing
_
publishing
_
reading
_
drawing
_
painting
_
graphics
_
designing
_
printing
_
print making
_
composing
_
reading music
_
playing a musical instrument
_
cooking
_
baking
_
gardening
_
sewir.g
weaving
batiking
teaching
tutoring
tending (taking care of)
counseling
fundraising
selling
ordering
shopping
purchasing
operating office machines
repairing office machines
operating vehicles
operating heavy equipment
operating power tools
repairing vehicles
repairing heavy equipment
repairing power tools
MLPCD Program
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SKILL PEOPLE DATA
operating electronic equipment
repairing electronic equipment
drafting
mechanical drawing
typing
stenography
bookkeeping
cash register
working with precision instruments
programming
data processing
other
farming
academic skills
constructing
artistic skills
musical skills
creative skills
diagnosing
facilitating
planning
initiating
assessing
implementing
organizing
cordinating
recruiting
interviewing
synthesizing
collecting
analyzing
consulting
collaborating
evaluating
directing
managing
supervising
negotiating
accounting
keeping track of details
problem solving
mechanical skills
working with numbers .
working with animals
THINGS
MLPCD Program
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part Ila
.
2. Now go back down the list and put an "X" under the appropriate
column depending on whether the skill you have checked is used
with, or applies to, People, Data or Things. Note that it is
possible to mark off more than one column, if more than one
category is involved.
Then total up the number of "X"s. under each column. This will
provide some idea of the categories in which you have the greatest
number of functional skills.
Go back over the list of skills that you have checked off once
again, and star the skills that seem strongest to you. These
are the skills that you will be using in part two of this
section of the module.
MLPCD Program
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Part lib
.
This part must be done in depth in order to be effective, so
plenty of time should be allowed. Refer to the list of skills
on the previous pages and list the skills which you starred.
Leave about three inches between each skill: drawing
-for example
editing
Use extra paper if needed. After you have listed all the skills,
describe each in detail. Think about what was involved in
editing, counseling, drawing, etc. What exactly did you do when
the skill was used? What kinds of things did you need to do this
work? Break down the skill into the smallest possible elements.
Be as specific as possible. Instead of things like "working with
people," "assisting with planning," which don't really describe
what was done, use descriptive verbs as much as possible— inter-
viewing clients, keeping records, using a computer language,
selecting fabrics, designing with textrues and colors, etc. (This
may seem difficult at first; it gets easier to be precise.)
For example: Counseling-- Involved listening to and analyzing a
client's situation, and designing a program that would benefit
the individual. Also involved interviewing family members and
collaborating with other team members to process interviews
afterwards. Record keeping and supervising practicum students
were also involved in counseling work. Most important were
the abilities to listen and to assess.
Coordinating --The Job Bank--Making contact with empl°y etS
initiating relationships, maintaining the job bank by weeding
jobs that are already filled, interviewing candidates looking fot
jobs, collecting resumes and filing them, organizing the job
bank so that people can use it, etc.
Coordinating--Informat ion Referral Program
—
Know com-
munity services, initiating contacts with staff in each program*
collecting data
,
coding information
,
organizing the program,
listening
,
talking
,
and referring clients to the appropriate
sources
.
MLPCD Program
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Coordinating—Abortion and Birth Control Program
—
Coordinating times of staff and counselors, talking with
clients, making appropriate referrals
,
disseminating birth
control information
,
planning and organizing workshops on
birth control, acting as liason with community health official
Note that it is possible to have more than one description under
each skill.
Then go back and see whether you can make generalizations from the
descriptions— for example:
Counseling: listening, talking, assessing, record keeping,
concentrating, collaborating.
Coordinating: initiating contacts, interviewing, organizing,
making referrals, planning, talking and listening
You may begin to see a pattern of certain skills that appear over
and over again. Which skills are these? List them.
Baking: mixing ingredients
read directions
assemble equipment
pay attention to detail
organize equipment
planning time, planning ahead
decision making
follow directions
be accurate
Cash register: manual dexterity
being accurate
learning the mechanics
handling money
making change
arithmetic
(have eye coordination)
MLPCD Program
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Part lie.
Find a description of an occupation (or several occupations) that
interest you. Descriptions can come from an occupational brief,
a person already doing that job, books, literature, films, etc.
The following is a brief description of a Meteorological Technician,
The meteorological technician series includes classes of positions
which involve technical work in meteorology including observing,
measuring, recording, computing, processing, classifying, analyzing,
verifying, and disseminating meteorological data. The work requires
the application of a practical knowledge of the meteorological
procedures, methods, and techniques and a basic knowledge of some
of the principles of meteorology.
When reading the description, what skills are mentioned? What
other criteria (education, experience, specific knowledge or
taining, working conditions) are mentioned? Do the skills match
yours?
Follow Up : Functional skills alone are not enough to define a
career goal. They must be matched with likes, dis-
likes, work values, personal values, things that
are done well, life style, and working conditions.
What personality traits apply? (Review Self Analysis, Part I)
Waht work values apply? (Refer to Work Values Module)
Do the functional skills, working conditions, life style, and
personality requirements seem to match yours?
Complete list of skills
Skill 1
2
3
4
Complete list of verbs
Verb A
B
C
D
Also, for more information on skills assessment, refer to
Crystal and Bolles, "Where Do I Go From Here With My Life,
and Bolles, "The Quick Job-Hunting Map."
MLPCD Program
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Skill Assessment Module Notes:
VALUES CLARIFICATION MODULE
Goal
To introduce the concept of Value Clarification
and to encourage participants to explore their
own value systems.
- 64 -
VALUES CLARIFICATION MODULE
Circumstances often make it difficult for women to decide
what they want to do. For example, they may have problems
deciding whether or not they want to work outside the home or
how they want to work, or what to do with the children. These
kinds of problems need to be clarified before career decisions
can be made. In one to one counseling, many of these issues fre-
quently come up for discussion. The following worksheets are
useful in finding out what needs clarifying and the extent of
value placed on the factor. They are also useful with a client
who is reluctant to discuss some of these issues, or as a quick
check to see whether or not there may be areas that have not been
covered in discussion. In groups, these are instruments which
generally generate a great deal of discussion. They are particu-
larly effective when used with small groups, so that each partici-
pant gets a chance to share her own values. Diversification of
values provides a unique learning experience for the group.
Objectives : To clarify values about the work world (jobs,
occupations, careers) and working in general
(volunteering, leisure time activities, home-
making, paid employment)
.
To facilitate discussion of these values and
share them with other women.
Use
: ONE TO ONE— "Choices for Women" is similar in some ways to
the "Moot Point Questions" (last page of the Self Analysis Module),
so if one has already been used, the other may not be necessary.
Clients should be asked to fill in the statements as quickly as
possible. This can either be done while the counselor waits, or
at home. The counselor and client then review the answers and
- 65 -
pick out several which seem particularly relevant for
discussion. It should be pointed out that the tenses of the
statements are not always applicable to the individual client and
need to be changed. It is also possible for a client to agree
only in part with a given statement. Clients may want
to modify statements so that they become applicable to their own
situation
.
GROUPS—Members should fill out worksheets, then break into small
groups and share their responses. The facilitator should take
great care to emphasize that there are not right or wrong answers
to these questions; that the only thing that matters is that
individuals know where and what their own feelings are. If
members of the group have a difficult time beginning, the
facilitator might choose one question which seems relevant
to a large number of people and ask how it was responded to.
After responses are shared, participants are asked to explain
and if necessary defend the statement made. It is this process
of explanation that leads to values clarification.
Time : Approximately one hour.
Follow Up : Work Values Module.
Super's Work Values Inventory--Teacher 1 s College,
Columbi a University--is also useful to use in this
Module. It clarifies the importance of several
specified work values as they relate to a particular
individual. It may be hand or machine scored.
MLPCD Program
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Choices for Women*
The purpose of this worksheet is to help clairfy values,
and expectations. There are no right or wrong answers,
circle either "agree," "disagree" or "don't know" after
the following statements.
1. In my own future I expect to have
two roles, wife and worker.
agree disagree
2. I would have a great deal of dif-
ficulty changing diapers, scrubbing
floors, 24 hours a day.
agree disagree
3. I must produce, I must achieve to
feel complete
—
perhaps to feel
alive. I need pride in my
accomplishments
.
agree disagree
4. I think that a career will be my
life, and that everything, in-
cluding my marriage or a relation-
ship will be built around it.
agree disagree
5. I haven't really thought about
integrating marriage & career.
agree disagree
6. I expect to move to a geographical
area where my husband's work takes
us
.
agree disagree
7. I expect work to be basic to my
survival, independence, security.
agree disagree
8. Work will afford me resources to
survive, but I really don't like
to work outside the home.
agree disagree
9. I see myself in many different
roles, but wonder if I can be
successful in them.
agree disagree
10. I would like to be economically
comfortable
.
agree disagree
11. I have always looked at a career agree disagree
attitudes
Please
each of
don ' t know
don ' t know
don ' t know
don't know
don't know
don ' t know
don ' t know
don't know
don't know
don ' t know
don't know
as giving me options.
* Karl Bartsh— "Choices for Women," A Values Clarification Workshop,
Pennsylvania State University.
MLPCD Program—Choices
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12. It is important to me to
function as a professional
in my own carrer.
agree disagree don
' t know
13. Being single is a selfish
existence
.
agree disagree don ' t know
14. I have the strength to fight
against sex-related expecta-
tions in the world.
agree disagree don't know
15. I think I am the kind of person
who can keep professional demands
from interfering with my personal
life.
agree disagree don ' t know
16. I believe in quitting my career
when I have a child--at least
for several years.
agree disagree don ' t know
17. I feel frustated when not being
productive
.
agree disagree don ' t know
18. I must be working to keep alert
and maintain my self image.
agree disagree don ' t know
19. When I marry, my main interest
will be (is now, or has been)
unity in the home. My first
role is wife and mother.
agree disagree don ' t know
20. I believe in balancing work and
play.
agree disagree don ' t know
21. I must have a lot of alone time. agree disagree don ' t know
22. It is important to me to be self-
supporting. I don't expect some-
one to support me in the future.
agree disagree don ' t know
23. I don't believe I want to have
children ... or have any more
children
.
agree disagree don ' t know
24. Sometime in my life I expect to
be a full-time mother.
agree disagree don ' t know
25. Being a mother will actualize
me as a woman.
agree disagree don ' t know
26. If I don't have children, I will
have missed a very important part
agree disagree don ' t know
of my life.
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VALUES CLARIFICATION MODULE
Factors Influencing Occupational Choice
This exercise is offered to help review and identify those
factors which have influenced both past and present occupational
choices.
Objective : To help identify factors and the degree to
which they have influenced or are influencing
choices pertaining to occupational decisions.
Use : The Factors instrument can be used in both one to one and
group environments. It may be helpful for a counselee to identify
these factors so she can evaluate their impact, reasses their
value and make decisions about ways she can deal with them. Feed-
back to the counselor or the group on specific factors that have
had or are having "great influence" could clarify some plans of
action or strategies for future decision making. Group discussion
may raise consciousness about specific factors especially when many
women in the group list the same factors. Sharing information about
values co’mselees place on these factors is important.
Time: One to One--take home between sessions.
Group— 30 to 45 minutes or take home between sessions.
Follow Up : The counselor or counselee may wish to refer back
to this exercise because these factors may influence Goal
Setting, Decision Making, Attitudes and Behaviors.
MLPCD Program
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Factors Influencing Occupational Choice
From the influencing factors listed below, indicate the extent to
which they have affected you in your occupational choice or
choices. Add any others you feel are important to your situation.
Use the following code to show the extent of influence.
++ Great Positive Influence; + Some Positive Influence; 0 No
Influence; - Some Negative Influence; = Great Negative Influence.
Your Sex
Friends
Peers (people
around you)
Father's Occupation
Children
Husband
Other Family
members
Knowledge of Jobs
Personal Conflicts
Availability of
Transportation
Social Class
Church
Your Interests
Mother's Work Outside
the Home
Mother's Work
Attitudes toward Work
Geographic Immobility
Geographic Mobility
Your Race
Your Temperament
Opportunities in
Geographical Area
Your Education, Training
and Experience
Role Models Available
Personal Contacts
Your Health
Try to identify those factors that have had the most influence
(positive or negative) on your thinking about a future job or
occupation or a change in your present one.
Can you describe how these have influenced you?
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Values Clarification Module Notes
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GOAL SETTING MODULE
Goal
To introduce the concept of Goal Setting and
its components
,
and provide learning opportuni-
ties for participants to experiment with these
components
.
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GOAL SETTING MODULE
Short and Long Term Goals
For use in either one to one or group situations, these sheets
can be used at a number of different points in the program and
clarify exactly what needs to be done in order to achieve the ends
desired.
Objectives : To clarify long and short term goals.
To clarify roadblocks that make achieving
those goals difficult.
To record steps taken towards accomplishing
goals
.
To determine what steps are necessary in
order for the goals to be achieved.
Use : Whatever point these instruments are to be used is best
determined by the counselor/facilitator. They may be given out
at the very beginning of the program and be filled in by the
client, or they may be used towards the end of the program in
order to begin to summarize previous discussions/exercises/
research.
Time: 15 to 30 minutes.
Follow Up : More specific information on Goal Setting--
other resources.
After program, check to see if goals were
activated by participant.
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Setting Logical Career Goals
MAJOR ELEMENTS TO CONSIDER WHEN SETTING LOGICAL OCCUPATIONAL AND
PERSONAL GOALS AND REASONS
PLANNING.
WHY EACH IS IMPORTANT IN LIFE-CAREER
1. Educational Level Many jobs and careers require specific
training or specific educational level
before entry.
2. Personality
Characteristics
Some people are emotionally and/or
physically unequipped to perform
certain tasks on a daily basis. Some-
times these can be changed, improved
on or compensated for, depending on
your degree of commitment.
3. Job Characteristics Job characteristics generally do not
change substantially over the years.
Some, however, are in the process of
change because of legal actions and
changes in social values. Workers'
personalities should match job charac-
teristics within reason.
4. Interests An individual's level of interest is
one major factor that determines success
or failure in an occupation. Be sure
you have not been "programmed" so cer-
tain levels of interest but have based
your judgment on sound facts and informa-
tion followed by rational decision
making
.
5. Aptitudes and
Intelligence Levels
Natural ability or tendency which if
recognized, developed and used should
enhance a person's potential.
6. Commitment of
Involvement in a
Multi-Role Life
Style
When one lives a multi-role life, it
places priorities, pressures and limits
on time, energy and finances. Commit-
ment to experiment with various life
style patterns to fit one's needs is
important.
7. Ability to Activate
Goals
One will probably need a functional
decision making process and a desire to
activate at least the short-term goals.
_ Marcia McCann and
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GOAL SETTING MODULE
Short Term Goals
Short Term Goals— (where you would like to be, or what you would
like to be doing in six months or a year from now)
Steps toward accomplishing goals
—
Barriers
—
(problems anticipated and/or encountered)
What has to be done in order for the above goals to be accomplished
Copyright Marcia
McCann and
Teri Rumpf 12/74
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GOAL SETTING MODULE
Long Term Goals
I. A. What does the future look like? Try setting some long
range goals for the future. When and what would you
like to see yourself doing five years from now if there
was nothing standing in your way? Really let yourself
go and fantasize.
B. What are the immediate short-term goals which will help
you reach or obtain this long range goal concerning your
job and career future?
C. Barriers to reaching goals.
II. A. Can you visualize what you'd like to be doing ten years
from now? Try setting a long term goal pertaining to this
projection
.
B. What are the immediate short-term goals which would help
you reach this extended long range goal?
C. Barriers to reaching goals.
Copyright Marcia McCann and
Teri Rumpf 12/74
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Goal Setting Module Notes:
CAREER INVESTIGATION MODULE
Goals
To provide participants with a systematic pro-
cedure for researching occupations
.
To encourage participants to use the procedure
at least once in order to become familiar with
the process.
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INVESTIGATION MODULE
This is an important module. Before a career decision can be
reached, specific information is usually necessary. The more
information one can obtain, the better decisions can be made. The
career counselor may act as a resource person who can refer people
to the appropriate sources of information—occupational briefs,
the Dictionary of Occupational Titles
,
etc. A problem is that bits
of information are often written down on slips of paper and sub-
sequently lost. This module is an attempt to overcome that and to
give individuals a systematic approach of what to look for and be
thinking about vis a vis career/job information. Motivation is an
important factor in career investigation--a client who is motivated
and creative may turn up something that neither the counselor nor
the client would have previously considered. Investigation may
include making phone calls, writing letters, sending for informa-
tion, searching out people to talk to, visiting work sites, etc.
A full-scale investigation requires a large amount of commitment,
time and effort.
Interest inventories may be used as supplements at this time,
i.e., Self-Directed Search by John Holland, Ph.D. Strong-Campbell
Interest Inventory, Kuder Occupational Interest Survey. These
should be used at the discretion of the facilitator. Statistical
information on occupational projections, and availability of
education and training programs may also be introduced.
Objectives : To provide specific information on where to look
for career information.
To provide a structured way of getting important
facts from career information.
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To provide a checklist of things to look for
when researching an occupation.
Use : This module comes after there has been some discussion of
possible options and goals and places where information can be
found. It is a way of formalizing the research that needs to be
done. The first page can be started by the counselor, but space
should be left for the client to do her own research. When used
in a group, it is valuable to have members of the group brainstorm
suggestions for their local area.
Time: Individualized.
Follow Up : Discussion of research findings.
-So-
OCCUPATIONAL INFORMATION
The following is a series of questions that will make occupa-
tional information easier to use. Since information of this kind
is written for a wide variety of people , students are often left
with questions like, "But what's in this for me?" Using these
questions as guidelines should help answer this and other ques-
tions relevant to you.
1. What do people do in this kind of work ... do they work
with their hands? Do they use verbal skills? Mathematical
skills?
2. Do they work alone, or with other people?
3. Do they supervise other people or are they supervised?
4. What sort of setting (hospital, school, office, home, etc.)
does this work take place in?
5. What sort of background does one need to do this work?
What specific courses are necessary?
6. Is there any special training necessary to do this job?
Where can you get it?
7. Can you afford this kind of training?
8. What are the starting salaries for people in this field?
Can you live on that?
9. What kind of hours will you have to work (overtime, split
shift
,
etc
.
)
?
10. What specific job titles are involved with work in this
field (programmer, systems analyst, etc.)?
11. What are the possibilities for advancement?
12. Where will you have to live if you take a job in this
field (small town, city, etc.)?
REMEMBER: PLANNING YOUR CAREER IS PLANNING
YOUR lifestyle:
-8 1 -
WHERE TO FIND OCCUPATIONAL INFORMATION
Career Resource Centers
Journal Articles
Directory of Organizations
Individual Companies
People
Occupational Briefs
Telephone Directory
Chamber of Commerce
Newspapers
Government Publications
Occupational Outlook Handbook
Department of Employment Security
Employment Agencies
Career Planning and Placement
Libraries
Dictionary of Occupational Titles
Department of Labor Quarterly Report
MLPCD Program
-82-
INVESTIGATION MODULE
Resources: Where to Find Career Information
In Your Local Area
Resource Location
Out of Your Local Area
Resource Location
Contacts and Leads:
Copyright (c) Marcia McCann andTeri Rumpf 12/74
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INVESTIGATION MODULE
Studying an Occupation in Depth
Complete as much of this report as possible on an occupation you
have studied in depth. It may be necessary to do several of these
reports in order to make a career decision.
Occupation Chosen for Investigation
Reason?
Brief Description of Duties
Supply and Demand in Employment?
Advantages of this Career?
__
Disadvantages of this Career?
How does this occupation fit into my life style currently?
My life style in the future?
Why is this type of work important to me?
Salary and Fringe Benefits?
Opportunity for Advancement?
Education and Skills Required?
Have I had any experience in this occupation?
Type?
What further training will I need?
Why do I think I will be successful at this?
If I decide on this occupation, what other occupational areas will
I also be prepared to enter?
In what part of the country do I plan to live?
Estimate of the amount of money I will need each month-Total$
Food $ Clothing $ Housing $
Transportation $ Education $ Other $
Copyright Marcia McCann and
Teri Rumpf
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MLPCD Program--Studying an Occupation in Depth
What do my relative and friends think of my considering this
field?
Where did this information come from?
Where can I go for more information?
Do I know anyone working in this occupation?
Who?
Where could I find out about someone working in this occupation?
Comments
:
Copyright Marcia McCann andTeri Rumpf
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Career Investigation Module Notes:
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DECISION MAKING MODULE •
Goal
To acquaint participants with the concepts of
making decisions in a planned, systematic way
and provide a learning experience which suggests
one specific process for making decisions.
- 87 -
DECISION MAKING MODULE
A Decision Making Process—Options Sheet
This module is used at the end or near the end of the career
development process. It can be used equally well in one to one
or groups. It is a way of clarifying options and of being able
to consider the various advantages and disadvantages of each
possible option. It makes stopping to recall all the possibili-
ties unnecessary, as they are already in writing. This module
can also be used apart from the modular process, should the
counselor have a client who is ready to make a career/life
decision and who needs to be able to define the possibilities
and options. The options considered need not be limited to the
number of slots allotted or. this sheet. Sometimes it is best to
ask the client to take the model home and copy it onto a large
piece of paper (newsprint, shelf paper, art paper, etc.) to
allow room for listing as many options for solving the problem
as the client can think of. Keep in mind that this
is only one of many models that deal effectively with decision
making. You may wish to develop your own or supplement this one
with other models. When all the listing has been completed, we
suggest that the client pin the model up on a wall in a very
obvious place in her environment—home, office, school, etc.--
and study the model for a few days. Usually one or two options
for solving the problem become quite clear.
Objectives : To review all possible options before making
a decision.
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To list those options in writing.
To enumerate the advantages, disadvantages, and
outcomes of each option.
To be able to narrow the range of choices by
eliminating those options which have more
disadvantages than advantages.
To facilitate the decision making process.
Use: While this exercise can be done during a counseling or
group session, it is best done in between sessions at home. The
problem is stated at the top. Only one problem should be done
at a time. The more simply the problem is defined, the easier
it is to work with. Thus, if a problem is a complicated, com-
pound one, sometimes it is best to extract the individual parts
and work on them as separate problems. After working with the
separate parts they can be combined for a final decision.
(Clarifying and sorting out problems is often facilitated by
working with the counselor/facilitator. In one to one this is
easy enough; in workshops it can be done by breaking down into
small groups and clarifying the problems.) Options which are
viable should be eliminated, options which are possible should
be discussed, and their advantages, disadvantages and outcomes
should be considered. Other factors (values, money, lifestyle,
responsibilities, advancement, etc.) may be discussed as necessary.
Time : Individualized.
Follow Up : A discussion (s) and sharing of decisions partici-
pants have chosen to work on. Group members may
be helpful in suggesting other options a partici-
pant has overlooked or not considered.
DECISION
MAKING
MODULE
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RESUME AND INTERVIEW MODULE
Goal
To provide participants specific suggestions
and models relating to resume preparation and
interview know-how.
-93 -
RESUME AND INTERVIEW MODULE
Making the most of an interview is so important. It is
difficult enough to get one and it is so easy to "blow it." We
have included some tips on how to set up, take part in and fol-
low up a successful interview. Linda Thomas, who wrote this
section, had plenty of practical experience. She applied and
had interviews for the most menial to some of the most prestigious
positions, including one with the CIA.
Objectives : To offer some personal and practical informa-
tion on ways to arrange, take, and follow up
an interview.
To prepare oneself for a successful interview.
Use : Section should be read by counselee or group and discussed.
Individuals may want to prepare for special interviews by collect-
ing information, doing research on the employer to be, and making
lists of anticipated questions and responses. Role playing
interviews in one to one and group sessions is particularly help-
ful to many people and can eliminate much of the fear that sur-
rounds an interview. Video taping (if available) the role playing
provides instant feedback and situations for group discussion.
Time : Depends on individual and group needs.
Follow Up: Most counselors want to know how interviews go and
their outcomes, especially when the counselor and counselee have
worked together on possible strategies for a certain job. It is
important to ask the counselee to check back with you on the out-
come of an interview, to let the counselee know you are sincerely
- 94 -
interested and also to offer support and further help if it is
needed by the counselee. if the interview has been successful
and the counselee gets the job, it is rewarding for the counselor
to know. Groups also welcome these follow up reports since they
quite often have played an active part in the strategies and/or
provided valuable support to the participant in the beginning
stages of the interview campaign.
- 95 -
RESUME AND INTERVIEW MODULE
Resume Writinq
In order for this module to be effective, the counselor/
facilitator must have a good knowledge of resumes, their dif-
ferent formats, and how they can best be used. Resumes need
not be limited to the strictly chronological form, nor to one
page. In fact, the functional resume (see following pages) is
an excellent approach for women who have not been in the work
force for several years, because the emphasis is on skills rather
than on chronological work experiences. It is also possible to
combine a chronological and functional resume and to tailor the
resume to maximize an individual's experience and capabilities.
It is also not necessary to include personal data, such as age,
marital status, and number of children, since there are laws that
make it illegal to discriminate on the basis of such information.
This is a personal choice, however, to be made by the individual
with the knowledge that the absence of personal data may be called
to question by an employer. Length should be of some considera-
tion, as should neatness and presentation. It is not necessary
to distinguish between paid work and volunteer work, rather a
more important distinction would be between relevant experience
and other experience. It may also be necessary to make more than
one resume, if more than one kind of job is being applied for.
Objectives : To compose a resume that can be shared with a
counselor/facilitator and revised, if necessary.
To make an individual more aware of her experience,
skills and strengths.
To be able to put those experiences into an
acceptable format for employability.
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To create a resume that is effective, to the
point, and of interest to a prospective
employer
.
Use: ONE TO ONE—Sample resumes can be given out, discussed, and
then the client is asked to put together a draft which can be
reviewed during the next session. The counselor and client dis-
cuss the experiences, skills, etc., that the client intends to
use in the resume, as well as whatever might be the best possible
format to choose. A good technique is to have the client make a
list of everything she has ever done that might go into a resume
and select criteria from that. This is called a “stock resume."
The counselor should also emphasize that church work, committee
work, hospital work, can fit quite well into a functional resume
and should not be discounted. References can be listed at the
bottom, or the name of a college department service, or they can
be "available on request."
GROUP—Members should make lists of all the things they can think
of that might go into a resume, break into small groups and share
these. Facilitator should have sample formats available and
these can also be discussed. Individual resumes can be written
at home--facilitator might want to colledt and comment on them.
Facilitator can also ask members of the group for a person who
thinks she has a particularly hard resume to write, and this
resume can be written on a blackboard or newsprint as a demonstra-
tion of the resume writing process.
Time: Approximately one hour.
Follow Up : Discussion of the uses of resumes.
Discussion of cover letters, application forms,
follow up after a resume has been sent in.
Interview practice.
- 97-
RESUME AND INTERVIEW MODULE
Making the Most of an Interview
Preparing—the interview is your chance to sell yourself
to your employer. Of course you look your best—it helps to
try to look like whatever it is that you want to be hired for.
Even more important is looking successful, not desperate or
anxious, and projecting an alert, energetic personality. This
is especially true if you think you are "too old."
You must find out in advance everything you can about the
company; for instance, if it is a publishing house, know what
sorts of books they publish, where they sell, to whom, what
famous editors work there, their famous authors, etc. Better
yet, find out a problem the company may have (e.g., needs a good
novel as they haven't had a bestseller in eight months; textbook
sales need a boost, etc.). Present yourself as knowledgeable
about the company and its problems and able to help solve the
problems (remember, you are selling yourself into a specific
job title)
.
Surviving--some interviewers have 1 set of questions that
they believe will tell them whether or not a candidate is suited
for a particular job. This directed interview is the easiest
kind of interview, but one in which you have hardly any leeway
to display yourself. The toughest interview is the non-directed
type in which Mr. Big sits back and says, "O.K.
,
shoot--why
should I hire you?" Here you have the leeway to sell yourself
although your background and education may be weak, but you must
be prepared . As soon as you say, "Uh--I don't know," Mr. Big's
-98-
eyes glaze over and you're dead. A third type of interview is
the stress interview (which I have personally never encountered)
.
Here the interviewer tries to provoke hostility by deliberate
rudeness or nastiness. Your best bet here is to be gracious and
not lose your cool. You might smile charmingly and say, "oh, a
stress interview!
"
Women often find themselves under stress in an interview of
type one or two when the interviewer brings up their marital
status. You may be able to avoid this by leaving it off your
resume. Questions on this topic are illegal
, but you should use
your head and be gracious about evading them. Gloria Steinem
might whip off her Maidenform and strangle the interviewer, but
you can fend off the questions without appearing to do so. Smile,
stay calm, remember you don’t have to answer. And he/she probably
knows it.
Even if an interview seems to fizzle, you can ask the inter-
viewer for advice (everybody loves to give advice) about where
else you might apply. You can then use his/her name as a contact
m a letter to the company he/she suggests. You should evaluate
interviews afterward so as to do better next time. Try to see it
as a chance to toughen up, to learn something about the working
orld. You 11 fail a lot of interviews for reasons you'll
ever know you were too loud, too quiet, too young, too old, you
reminded the interviewer of his/her mother, or you didn't remind
him/her enough of his/her mother-but at least you can take care
that you don't "fail" because of lack of preparation.
Follow up your interview in a week or two with a letter in
hich you restate a summary of your qualifications for the
tion
.
posi-
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RESUME AND INTERVIEW MODULE
Pre-Resume
Things to consider before beginning to write a resume:
List all experience--make two categories; relevant experience
(experiences that are connected to the job one is applying for)
and other experience.
Include experiences that were volunteer, done for school credit,
internships, practicum experiences, etc.
List a job title for each experience (even if these have to be
made up, OR if the title is something like "intern teacher")
.
Describe the experiences in as much detail as possible, paying
particular attention to what was done, that is, the verbs that
describe the work.
Think about the kinds of skills that were involved ... the experience
that could be transferred to another job setting.
List all previous/current education or projects. Note that prac-
ticum experience can be listed under experience. List all projects
done for courses and described.
List all the honors and awards received, clubs, activities, etc.,
that you may have participated in.
Be able to answer the question, "What kind of job am I looking
for?" There may be more than one answer to this quesiton, but
the more specific you can be, the better. Multiple job objectives
may involve writing more than one resume, or it may mean organizing
the resume so that it is apparent that a person has skills and
experience in more than one area.
Decide which seems more important, your education or your experience.
There is flexibility in deciding which should be put first.
Different styles of preparing a resume can radically change the
way the person is presented. It is important to use this fact to
the best advantage.
Resumes
Basic forms:
1. Chronological—experience is structured sequentially, dates
and amount of time in each job are emphasized. This is an
excellent form of resume for a person who has worked in the
same field for a number of years, and who has advanced con-
tinuously
.
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2. Functional—de-emphasizes dates, attention is paid to the
kind of work performed, to the kinds of skills and abilities
necessary to do the work, the kinds of projects and activities
that the work involved and the achievements that resulted
from work done. This resume format is better for someone
who has had a number of different kinds of work experience,
whose experience has not been continuous, or who has little
work experience but who has done a number of different things.
3. Functional/Chronologica.1 Combined—this format is particularly
good for the person who has had a lot of experience in dif-
ferent categories, some of which may well be interrelated.
Experience is listed in reverse chronological order.
Things to Include in a Resume
1. Name, address, and phone number.
2. Occupational interest and goal--this can be as general or as
specific as is appropriate. There is less flexibility with
more specific objectives.
3. Summary—this is an optional category, which can be used as
a catch-all; a place to mention data which is relevant, but
for which there is no other place within the resume.
4. Experience—There are a number of different ways to organize
this section. It is possible to make a first heading
—
Employment --which lists only job titles and place of employment
which is then followed by a section headed Experience where
the experience is described functionally. This is good for
the person who has had several job experiences.
Another approach is to make two categories: Relevant
Experience
,
which lists and describes any kind of experience,
paid or not, in any way related to the job objective, and;
Other Experience
,
which lists all other jobs that were held,
but not related. Note that the relevant experience section
can be divided into several different categories, if necessary.
Descriptions of work experiences should be kept brief, but
should include the job functions, scope of the work, and
accomplishments
.
It is important in a chronological format to put things in
reverse chronological order, listing most recent experience
first
.
In a functional resume, it is important to place the function
most directly related to the job objective first and to des-
cribe this in the greatest detail.
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In a functional/chronological resume the category that is
most relevant goes first.
Education
List highest level of education first.
Courses should not be listed here. Relevant courses can be
mentioned in the summary, or on a separate sheet attached to the
resume. Pertinent labs may be mentioned under education.
Personal
This category is optional. It can be used to make a personal
statement stressing particular skills, capabilities, etc. Mem-
bership in professional organizations and publication, speaking
engagements, workshops, etc., should also be listed.
Interviews
Making the most of an interview.
An interview generally is most successful when it can be regarded
as an exchange.
It helps to look as if you feel comfortable--self-assured
,
not
anxious or desperate. Clothing can be a combination of what you
would expect someone in that job capacity to wear (personal
opinion)
,
and something you feel comfortable wearing.
It is important to find out as much as possible ahead of time
about the job you are applying for. This involves finding out
about the work that the company/institution/etc., does—what their
particular approach or philosophy is and about the particular
component that you would be working with. It is especially impor-
tant to find out the particular job title of the job you are
applying for. For example, in an advertising company it is impor-
tant to know about the size of the company, some of the accounts
they handle, what the "copy" department (if that is the departmnet
the job is in) does and what the position of assistant copy writer
is all about.
Information like this can be found in a number of different places—
the reference section of a public library, or a career placement
service, business directories, community and professional organi-
zations, someone who works at the company/institution.
If the field is one that you have been previously involved in, it
helps to have a particular interest in the field that can be
discussed. If possible, it also helps to find out what a problem
in that particular field might be--a problem that you can help solve'
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There are a number of different types of interviews which fall
mainly into the categories of direct, non-direct, and heavy
stress. There are also formal and informal interviews. Formal
interviews may be all of the above. Informal interviews are
more relaxed, often occuring between acquaintances, etc.
The directed interview can simply be a question and answer process
with one person asking the questions and the other doing the
answering. If this is the case, you have very little leeway to
make a case for yourself, unless you take the opportunity to do
so. This can be done in answer to a question such as the old
standby, "Do you have any questions?" You can also be more daring
and make some additional statements after you have answered some
related question, thereby breaking the cycle of question and
answer.
The non-directed interview can be difficult if you are not prepared
The employer sits back and says, "Tell me about yourself," or "Tell
me why you want this job." If you flounder—act as if you've never
thought those things through
—
you may have a hard time "recapturing
the interview.
The heavy stress interview can be combined with either of the above
It is an interview in which the employer is rude, hostile, or
obviously bored. The necessary thing here (and one that is diffi-
cult to carry through) is not to lose your cool and get all
flustered. You may even succeed in turning the interview around
and getting the employer really interested if you can manage not
to act thrown.
Women often find themselves the object of a great many personal
questions which in no way relate to the job involved. The first
of the two interviews that follow reflects this in what we hope
to be the extreme, but it is not an unrealistic interview. In
order to combat this, we suggest:
a. being prepared for personal questions and having
answers ready; "
.
,
b. making a point of not giving out more information
than necessary (not going into minute detail);
c. not volunteering personal information (a job you've
held, birth control, living arrangements, etc.);
d. not dwelling on the personal when it does come up,
i.e., answering with a simple answer, then not saying
anything else (even if it creates an awkward silence)
.
We also suggest that you leave things like age, marital status and
number of children off your resume, but that you be prepared with
answers to questions about them. You can also fend off questions:
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Q: I see on your resume that you're married. What
does that mean?
A: It means I'm one of the millions of married women
who work.
Q: Who's going to take care of the children while
you're working?
A: Oh, that's all arranged.
Q: What does your husband think about your working?
A: In all the years I've worked, I never thought of
asking.
Even if the interview doesn't go very well, you might ask for
suggestions on where else to apply. You might even then use X's
name as a contact person in a letter to the company he/she suggests.
Try to evaluate interviews afterward. This can sometimes be
difficult, since it is possible for an employer to be impressed
without letting on. It is important not to consider an interview
a failure if the job isn't offered. This can happen even if the
interview goes well.
Some suggestions for interviews:
Interviews are generally best when they are exchanges; when both
parties feel as though they have something to offer.
Have a resume handy, even if one has already been sent in.
Try not to act nervous or defensive. Don't criticize or put
yourself down.
Feel free to ask questions, or initiate topics that you have been
thinking about or are concerned about. Write down questions before
the interview—then refer to them.
Don't allow the interview to dwell only on the personal aspects
of your life.
Have a description of yourself and a list of skills and abilities
on the tip of your tongue so that when you are asked to describe
yourself, or tell why you should get the particular job, you have
an answer.
Don't panic if something goes wrong--if you stay calm you have a
better chance of recovering.
Eye contact with the interviewer is important—if you are nervous,
clench your toes.
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Be sure to get a commitment from the interviewer, so you'll
know when to expect a decision. If you do not hear, call and
ask if a decision has been made.
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Sample Interviews—These are composites of many people's experiences
with interviews—they do not represent one person's experiences.
Interview #1
Position—Assistant Manager in a retail store
Employer: Hello, Mrs. Jones. Oh. I see you wrote Ms. Jones on
your application form. Tell me, what does that mean?
Is it a joke? Are you one of those— (laughs) liberated
women?
Linda: A joke? Not really.
Employer: Weil, Miss--I mean, Ms. --Jones, tell me something about
yourself. Oh, by the way, do you have a resume?
Linda (thrown): No, I didn’t bring one.
Employer: Well—never mind, tell me something about yourself.
(Yawns) What kind of experience do you have?
Linda (squirming and self effacing) : I worked in a store while
I was in high school and for a couple of years after
college. I like to sew, garden and I'm pretty good
at selling baby clothes (laughs nervously)
.
Employer: Yes, of course. What about your educational background?
Do you have any educational background?
Linda: Well, I don't really have too much— I went to college
for two years
,
then I dropped out and went to work
—
Employer: (cutting her off) Now I see that you're married. What
does your husband do?
Linda: He's a student. He finishes this year.
Employer: Ugh, O.K. And I suppose you'll be starting a family
soon?
Linda: Well, we really didn't plan on having any children for
a while.
Employer: No, of course not, that's what they all say. You go
ahead, spend money for training them, then wham, the
husband gets a job in a new place and they move, or
the wife gets pregnant. Never seen it fail. What
does women's lib have to say to that.
Linda: Well, I can't really give you any guarantees . . . but
it seems . . .
Interview ftl (cont.
)
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Employer: Guarantees, that's what I'd like all right. What does
your husband think about your working?
Linda: He thinks it's O.K. Could you tell me a little about
the job ?
Employer: Yes, the job . . . well, this is a job that involves
a lot of work, a lot of responsibility, not just 9 to
5. Your husband would have to fix his own dinner
. . .
Linda: I guess he could learn to cook. Would I have to work
Saturdays?
Employer: That’s part of the job all right—and supervision
—
you'd have employees to supervise. Have you had any
experience?
Linda
:
No.
Employer (stands up): Well, Mrs. Jones, I think this has been
very complete. You'll be hearing from us soon.
Linda: Thank you. (Funbles with her purse— leaves awkwardly.)
NOTE: In the first skit the employer never gave Linda a chance.
She was put on the defensive from the beginning with the
jokes about women's lib and his attitude of being bored.
The interview goes from bad to worse until finally, the
only thing Linda can say is no. If Linda were not married,
the employer might have asked about a boy fried, and what
his plans are, then discoursed about the expense of training
a girl who then goes off and gets married. If Linda had
had children, the discussion might have centered on
children's constant colds, flus and other ailments and the
difficulty of finding an adequate babysitter. The point
being made here is that Linda is not prepared for any of
these questions and is in the position of being both
unprepared and defensive throughout the interview.
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Position—Assistant Manager in a retail store
Employer
:
Hello, Mrs. Jones. Oh, I see you wrote Ms. Jones on
your application form. Tell me, what does that mean?
Is it a joke or are you one of those (laughs) women's
libbers?
Linda
:
It means I believe we are all entitled to equal rights.
Employer Well, yes, don't we all . . . Tell me about yourself.
Oh, by the way, do you have a resume?
Linda Yes, here you are, do you want a minute to look it
over?
Employer: It's just a formality— for the files really. (pauses)
Linda You asked me to talk about myself--I've worked in
retail stores for a total of three years, both before
and after I was married, to earn money while I was in
high school and after college I worked full time for
a year. I've had quite a lot of experience. I'm
familiar with inventory and ordering procedures, I
don't mind staying late or working Saturdays. I
like working with all kinds of people and get along
well with people who are a lot older or a lot dif-
ferent from me. I don't even mind dealing with customers
who are upset or angry as I generally seem to be able
to smoothe things over pretty well.
Employer Well, that's something that's certainly a part of
this job, and long hours too--you said you didn't
mind that though, right?
Linda Right. I think that if you're going to have an
important job, you have to expect to be there »
beyond 9 to 5 if that's what's necessary.
Employer What about your educational background. This is a
job that usually goes to someone with a college
degree, someone on the way up . . .
Linda I had two years of college and really enjoyed getting
a good liberal arts background. But after two years
it was necessary for me to leave and I really welcomed
the practical experience. I liked learning on the job
and think I'd like to stay in retailing. I see good
possibilities on a long term basis and see this as
a position which, with some hard work, could lead to
other, even better jobs.
Interview #2 (cont.)
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Employer: Long term, huh—What does your husband do? I suppose
you'll be planning a family before long?
Linda: My husband's in forestry, we don't plan a family
right now, although I'm not prepared to say I'll
never have children. We feel that a career is
important to both of us and that both careers are of
equal importance. What's more, I'm prepared to
make a reasonably long term commitment in return for
this job.
Employer: That's just the problem—long term doesn't mean any-
thing any more. You take people on, train them, then-
what happens? They leave. How does your husband
feel about your working? After hours and on Satur-
days—after all, there would be nights when (laughs)
he'd have to fix his own dinner.
Linda
:
He's an excellent cook and in all the years I've known
him, I've never thought of asking. Can we talk some
more about the kind of things the job entails?
Employer: Yes, indeed—ther ' s a great deal of supervision. I
don't suppose you've had any experience as a super-
visor .
Linda I was in charge of dorm council meetings . . .
Employer
:
No, that's not exactly what I had in mind. Some of
these people would be a lot older than you and some
of the men wouldn't like taking orders from a woman,
I can tell you that. (He is purposely being dis-
couraging
. )
Linda As I mentioned, I've had experience in working with a
wide variety of people and with being in a responsible
position . . .
Employer (phone rings--he answers it.) I'll be down in two
minutes to take that "bright, young applicant" to lunch
Linda I'm sure you know that what's important in a manager
is his style of working--
Employer Yes, I agree. (Stands) Now, I'm afraid you'll have
to excuse me.
Linda Yes, of course. When may I call you? I'm really
very interested in this job.
Employer Well, we're interviewing quite a few people, times
being what they are.
Linda: Would the end of the week be O.K.?
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Interview #2 (cont.)
Employer: Yes. Thank you.
Linda: Thank you. (Exits gracefully.)
NOTE: In this interview, Linda is much more assertive. She is
prepared for the first question
—
prepared to talk about
her skills and abilities, rather than her personal life.
She does mention that she has worked before and after
marriage, but sandwiches that in between other pertinent
facts. She anticipates the employer's concerns, and
is personal in that she shares her feelings about how
important it is to work. She fends off the question
about what her husband does by saying that he's "in
Forestry," rather than saying that he's a forestry student.
She stresses her experience and the fact that she is
committed. When she feels that the interview has stressed
her personal life long enough, she takes control and asks
a question— "Can we talk more about the job," which after
all, is what the purpose of the interview is. It is
important to stress that this interview is much more of
an exchange that there had been some forethought involved
and an assumption that Linda knew what to talk about because
she had some previous information about what the job
involved.
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SAMPLE RESUME FORM
Name
:
Address
:
Phone
:
Job Objective:
Education : Highest educational level goes first
Honors and awards:
Experience : Most recent first
Note: If you have had different kinds of work experience, some
relevant to the kind of work you want to do now, some not, you
can make two headings
—
Relevant Experience:
Other Work Experience:
Note : It is not necessary to distinguish between work you were
paid for and work you weren't paid for.
Note: Under Experience you should include your job title, address
of employment and dates worked. It is not necessary to include
the amount of money you were paid.
You may also want to include a heading called--
Summary :
where you can include any relevant information (additional
travel experiences, foreign languages, personal strengths)
have not been mentioned. This can also be the place for a
statement,' should you wish to make one.
or a heading
—
Personal : (height, weight, marital status, etc.)
remember--there are laws against discrimination on the basis of age
or sex.
Note : if you have references on file at a college placement office
list the address at the bottom of your resume, if not, you can say
—
References will be furnished on request.
skills
,
that
personal
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FUNCTIONAL RESUME SAMPLE
Linda Doe
CAREER OBJECTIVES:
An administrative assistant position offering career opportunity
in management as well as immediate challenge. Am particularly
qualified to make a contribution in Personnel, Affirmative
Action Program Development, International Affairs, Publications.
SUMMARY:
Am presently a program planner in women's career development at
the University of Massachusetts (Amherst)
,
and editor of the
handbook "Your Career." Also do P.R. for University's Affirma-
tive Action program. Am 33 years old, have BA, MA and PhD and
a distinguished academic record. Have ability in several foreign
languages, especially Russian. Personal strengths include com-
munication skills, analytic ability, initiatve and great perseve-
rance .
EXPERIENCE:
Administrative : Program planner, Everywoman ' s Center (UMass)
,
Task Force on Career Development. Determine needs and plan com-
prehensive services (including counseling, evaluative instruments,
skills workshops, job bank, placement, on-the-job negotiation;
coordinate existing services and initiate new ones; evaluate and
adjust as necessary.
Public Speaking : Have presented technical papers in my field;
speaker for Valley Women's Center; organized workshop presenta-
tions to publicize career services of the Center; seminars on
Affirmative Action, women in non-traditional careers.
Writing : Editor of Everywoman ' s Center handbook "Your Career,"
contributing editor to UMass Affirmative Action handbook for
department heads in Administrative Services, explaining Affirma-
tive Action, policies in violation, compliance procedures. Book
review to appear in Slavic scholarly journal.
Instructing and Counseling : Workshop facilitator, Project SELF,
UMass Continuing Education, "How to Get the Job You Want," 1973-
1974. Career counselor, Everywoman ' s Center, UMass; how to change
fields; resume writing and interview skills. Language teacher,
UMass (Linguistics) 1970-1973; University of Illinois (Russian)
1964-67.
EDUCATION:
BA (Russian) Cornell University, Ithaca, New York, 1962.
MA (Russian) University of Chicao, Chicao, Illinois, 1963.
PhD (Linguistics) University of Massachusetts, Amherst, Massa-
chusetts, 1974 .
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COMMUNITY INTERESTS:
Director, University Women's Club Chorus, 1971, 1973.Orchestra pianist, Amherst Community Musical, 1973.
PERSONAL STRENGTHS:
Am talented problem solver; energetic; authoritative yet courteous
MLPCD Program
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SAMPLE RESUME
Recent Graduate
Deborah Doe
Permanent Address
681 Wildwood Street
Hamden, Connecticut
Telephone
:
06517
Temporary Address (until 6/1/74)
1 Allen Lane, Some College
Anytown
,
Massachusetts 00000
Telephone
:
job
ob j ective
To work on the design of educational toys, games
or instructional materials.
education SOME COLLEGE ANYTOWN, MASSACHUSETTS
summer
and
term-time
work
personal
background
and
intersts
references
Candidate for the A.B. degree in June, 1974.
Majored in Psychology with strong minor in Studio
Art. Taught art in local second grade classroom
in conjunction with practice teaching course in
Education. Dean's List standing last three
years... Made posters for numerous college organi-
zations and activities. Member of Some College
Glee Club which toured Spain during spring
vacation of junior year.
« During summers of 1973 and 1972 worked as sales-
girl at F.A.O. Schwartz. Set up, promoted, and
ran neighborhood play school for ten children of
preschool age during summer of 1971. Preceding
summer served as a volunteer assistant in Head-
start program. Earned spending money during
school year as baby sitter and through designing,
printing and selling greeting cards.
0 Brought up in Hamden, Connecticut. Attended
public schools and was graduated in upper fifth
of class from Hamden High School. Spent one
summer in Mexico as volunteer with American
Friends Service Committee helping to provide
recreational program for children. Elected to
several class offices in high school. Major
activity was dramatics ... Interest now centered
primarily in pupper-making
,
sild-screening,
design and layout.
0 References are on file with the Placement Office,
Some College, Anytown, Massachusetts 00000, and
may be obtained upon request.
May, 1974
MLPCD Program
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SAMPLE RESUME
Older woman who hasn't
worked in several years
JANE SMITH
312 Arrow Street
Bowland, Massachusetts 01413
617/511-0021
Job Objective : Administrative assistant position using back-
ground in community affairs and experience in education and
local government.
Experience :
Community Related 1968-present
Coordinator—Speakers Bureau
League of Women Voters
Amherst, Massachusetts 01002
Responsible for locating and contacting speakers, arranging
details of speaking engagements, payments, etc. Researched
local personalities involved with current issues relevant to
organization and members.
Chairperson—Fund Raising Committee
Community Chest Campaign
Planned and coordianted fund raising campaign. Responsible for
public relations: communication of campaign events to local
radio, TV and newspapers, liason with personnel and payrolls
departments to facilitate direct contributions from employees,
contact with local merchants who matched funds.
Education Related 1970-1975
Elected Member--School Committee
Bowland, Massachusetts
Attend school committee meetings, have knowledge of issues
connected to current trends in education. Knowledge of budget
and finances, issues related to school administration.
Parent Coordinater—Center for Special Help
Jr. /Sr. High School
Ackland, Pennsylvania
Liason between parents and guidance department. Organized a
group for people with children with learning disabilities/
special needs. Organized speakers, consultants, scheduled
parent/counselor meetings, met with psychologists.
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Teaching Experience—1964-1967
Reading Specialist
Ackland Elementary School
Ackland, Pennsylvania
Worked with younger children with special reading problems.
Developed individualized curriculas.
Education: B.A. Special Education
University of Massachusetts
Amherst, Massachusetts 01002
1964
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SAMPLE RESUME
Non-College
jane Doe
61 Hillcrest Avenue
Troy, New York 00000
555-1212
CAREER OBJECTIVES: A position leading
ultimately to a career as purchasing director for a national
company. Can contribute in the areas of purchasing, supplies,
marketing, and distribution.
SUMMARY: As presently employed in supplies office of administra-
tive services of the University of New York, responsible for
inventory control, data gathering, stock ordering, bid evaluation
on all supplies for University offices, with an annual budget of
$850,000. Previously have been a sales representative for
Doncaster Fashions (self-employed) grossing $12 , 000/year . Have
seven years business experience including bookkeeping and office
management. Am energetic self-started with strong analytic
ability and excellent communications skills.
EXPERIENCE:
Director
,
supplies office University of New York, Troy, New York,
1973 Inventory control, university-wide data gathering; Directed
ordering
,
purchasing
,
receiving and evaluation of bids for office
supplies of $850,000 per year.
Sales Representative
,
Doncaster Fashions, New York City, 1968-
1970. As independent sales rep, I promoted the product, solicited
business, custom-fitted and sold made-to-order better dresses.
Handled accounts
,
orders grossing $12,000 per year.
Office Manager
,
Bronx International Widget Company, 1945-1952.
Started as secretary-bookkeeper, rose to office manager
,
super -
vised eight clerical workers in strong company with annual sales
of $1,000,000.
EDUCATION: DeWitt High School, Commercial Course , Bronx, NY, 1945
PERSONAL STRENGTHS: Am energetic, highly motivated self-starter
with extensive experience in business, strong analytic ability
and tremendous drive.
MLPCD Program
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LETTER OF APPLICATION WHEN A POSITION IS AVAILABLE
78 Harvard Street
Cambridge, MA 01038
June 5, 1974
Ms. Sara Hunt
Department of Microbiology
Children's Hospital
Boston, MA 01987
Dear Ms . Hunt
:
Enclosed please find a copy of my resume. I wish to apply for
the position of Laboratory Technician, as advertised in last
Sunday's Boston Globe . I feel that I am a strong candidate for
this position, since in addition to my training in microbiology,
I have had a great deal of experience in working with children.
I am the eldest of a large family, and as such have always had
some responsibility for my younger brothers and sisters and I
contributed to the cost of my education by babysitting steadily
throughout my four years at the University of Massachusetts. I
also volunteered in a local hospital for two years, and spent
the greater part of that time working on the children's ward.
I found that I enjoyed the work and was able to relate well to
both the children and the hospital staff. My duties included
supervising play periods, devising games, arts and crafts,
making sure things ran smoothly.
I should be most eager to arrange an interview at your earliest
possible convenience. I can be reached at the above address and
my phone number is 866-9987. I look forward to hearing from you.
Sincerely,
Jane Doe
MLPCD Program
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LETTER FOR AN UNSOLICITED APPLICATION
Dwight Hall
University of Massachusetts
Amherst, MA 01002
April 14, 1974
Ms. Sara Hunt, Head
Department of Microbiology
Children's Hospital
Boston, MA 01987
Dear Ms. Hunt:
Enclosed please find a copy of my resume. I wish to apply for
the position of Laboratory Technician, should such an opening
occur in the near future. I was referred to you by Mr. Allen
Fox, at my college placement office, who felt that Children's
Hospital would be an ideal place for me to work. In addition
to my training in microbiology, I have had a great deal of
experience in working with children. I have contributed 'o thefinancing of my education by babysitting and have worked several
hours a week with children in a local hospital for the last two
years. I found that I enjoyed the work and was able to relate
well to both the children and the hospital staff.
Although my home is in Amherst at the present time, I plan to
be in Boston permanently after May 25, 1974. I would be mostinterested in arranging an interview at your earliest convenience,
if there is any possibility of a position. I can be reached at
the permanent address listed on my resume, but will contact you
shortly after my arrival. Thank you for your attention.
Sincerely,
Jane Doe
MLPCD Program
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LETTER FOLLOWING AN INTERV IEW
45 Yellowstone Boulevard
Cambridge, MA 09876
June 5, 1974
Mr. Alan Gill, Chairperson
Department of Languages
Amherst Regional High School
Amherst, MA 01002
Dear Mr. Gill:
Thank you very much for our interview of May 24, 1974. I enjoyed
meeting you and seeing a bit of Amherst High. I feel that we
share some of the same concerns about language education and
its place in today's world. I feel that more research needs to
be done into possible careers for language majors, as lack of
this information is sure to be a deterrent to student interest.
To my knowledge, there is no recent information about this
available to high school students at this time.
I think it expedient to tell you that I am still very interested
in the position we discussed, and feel that a significant contri-
bution I could make to your staff would be to research some of
the above information, so that it could be integrated into the
curriculum. As I am going on vacation in two weeks, I am eager
to finalize my plans for the coming academic year. I should be
most happy to know, as soon as a decision has been made.
Sincerely,
Jane Doe
MLPCD Program
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JOB SURVIVAL AND OUTWARD MOBILITY MODULE
Goal
To introduce the concepts surrounding job
survival and outward mobility to participants
who are seeking these.
To offer, for consideration, various suggestions
participants may wish to experiment with in order
to acquaint themselves with the concepts.
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There are several factors which appear to influence job sur-
vival and outward mobility. (Outward refers to movement in general
not to geographic mobility.) Some of these factors include:
1. Understanding what you want and how to get it. Goal
setting—strategy implementation.
2. Self Improvement— Do I need it? What about personal
growth?
3. Retraining and Re-education—Do I need it? Will I have
to do it in the future?
4. Getting along with supervisors and people under you
—
Building respect, being fair, being consistent.
5. Being Assertive—making known what you need and want,
openly and honestly without taking advantage of others.
6. Mobility
—
geographically and within the work setting
(horizontally and vertically)
.
7. Knowledge of your Rights--Work discrimination, i.e., equal
pay, benefits, job opportunities, etc., as they pertian
to sex, age, race, ethnic background.
8. Fear of Failure and Fear of Success—What happens when
these work in conflict with each other?
9. Risk Taking—Willingness to try or gamble on new
adventures
.
10. Knowledge of when to leave a position--Awareness of
being "boxed in"—Promotion ladders, are people being
moved around, or brought in from the outside to fill
positions you should be considered for?
11. Ability and interest levels needed for specific kinds of
work. Do you have them?
12. Role Juggling— successful meshing of multiple roles,
i.e., worker, student, wife, mother, community helper, etc.
13. Use of Chutzpah.
14. Job Creation, Job Negotiation--Development of your own
job or position to fit your needs.
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nhiective: To help the counselee become aware of specific
' factors which influence job survival and outward
mobility.
Use: The following exercises help the counselee to deal with some
of these job survival and mobility factors. They may be used in
one to one or in groups. Having the counselee work on these
exercises between counseling sessions works well. At the
following session, the information obtained may be shared with
the counselor or group.
Time: Each exercise varies. Modifications of these exercises
are fun to try.
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JOB SURVIVAL AND OUTWARD MOBILITY MODULE
Self-Improvement
This is an individual participation exercise to help you
explore ways of keeping a job or career position which you may
or may not be in danger of losing. This can also be beneficial
to those women who are preparing to enter the work force.
1. First plan to sit down in a quiet location (without dis-
traction for about 30 minutes. Have a pencil or pen handy.
2. Read over each of the following topic headings and sub-
headings thinking about your ideas and values concerning
each
.
A. Do I know what my job description and its responsi-
bilities are?
B. Do I understand where I fit into the total picture
of this work environment? (Chain of Command?)
C. Did I get an adequate orientation and job taining?
D. What about my previous education and training?
a. Can I use these on my present job?
b. Am I able to adapt to the new approaches? Am
I flexible?
c. Am I aware of the current needs and expectations
of my position? (Can I define my job?)
E. Am I mature, dependable? Do I give that little
extra?
F. What about my appearance? (The way others see you.)
a. Are my work attitudes positive, for this position
and working in general? What would increase my
positive attitudes?
b. Is my physical presentation appropriate for this
position? Consider your dress, manners, speech
and language, general health, grooming practices
and superficial trimmings--hair style, make-up,
shaving your legs, false eyelashes, etc.
c. If the company has dress and behavior codes, how
do you feel about them? Do you follow them, break
them, or advocate change of them?
LPCD Program
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G. What is the level of interest in my work—high,
medium, low? Do I take pride and satisfaction in
what I produce? What would increase my level of
satisfaction?
H. Do I get along and work well with my subordinates,
equals and superiors? Can I put myself into the
other's position in order to evaluate a situation
objectively?
I. How can I become a more valuable employee? Am I
willing to contribute, verbally and actively, if
I feel it is important to a situation while at the
same time remaining myself?
J. What aspects of my job can I change? What would make
my work more challenging?
K. Am I prepared to accept more responsibility?
L. What would make me more interested in my work and
increase motivation?
3. Next, take a few seconds and familiarize yourself with the
following sheet, JOB SURVIVAL AND OUTWARD MOBILITY MODULE
,
showing the two columns, "How I Stand Now" and "Immediate
Changes I Can Make .
"
4. Now go back to the first topic heading and re-read it. Make
some brief statements under the headings on the paper which
concern how you feel you stand . Try to be honest with your-
self when considering the "Changes" column. Unless you con-
sider that you have exhausted all the avenues to learn more
about each of the areas concerning your work, try to think of
ways you can increase your knowledge and skills relating to
each topic. For example:
" How I Stand Now "
I've never seen a copy of my job description.
I think I know all the duties of my job but some days
I'm not sure.
I have a specific job title.
My salary is fair to poor.
" Immediate Changes I Can Make"
See the Personnel Manager for a copy of my job descrip-
tion. If there is none on file, get the Manager to
write one.
If I'm doing more than the job description calls for,
see about getting a raise. If I'm doing less, see
if I can learn the other work.
MLPCD Program
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5. The next part of the exercise is an extension of yourself.
Plan to work on one of your "changes" each week. If you
are not satisfied with the outcome by the end of the week,
pursue it/them for another week. Keep in mind that some
outcomes can never be totally satisfactory and some will
take weeks to accomplish. Working on two at a time can
keep you from getting discouraged.
6. Keep the list near your work area on your job. As you work
on the changes or want to add to the columns, this gives you
easy access. Check things off as you go along.
7. When you do complete, to your satisfaction, any of the
changes to be made, reward yourself that day with something
you like to do--to eat—or perhaps share the triumph with a
close friend so they can share your success too. This
encourages and supports you.
8. Keep at the process as it will add to your growth and
strength in your job or career position.
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" Immediate Changes I Can »
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Outward Mobility
This self awareness exercise is designed for the
woman who is interested in the factors related to outward mobil-
ity. By considering each of these questions and giving them
your personal treatment, you will become aware of those factors
related to outward mobility as they apply to your job or career.
For further awareness, have several friends answer the same
questions (for themselves) along with you and discuss your
answers with each other.
1. Do I like what I'm doing?
2. Have I explored the related positions to my job?
3. Am I aware of what others are doing around me?
4. What are the possible job or career alternatives or openings
available to me right now? Have I bothered to find out or
let someone know I'm interested in finding out?
5. Is there an area I could move into which would be good for
me in terms of my goals, interests and future expectations
within the current work setting (company) or within another
one?
6. Exploration of your self concept:
a. Can I really picture myself in a particular work
role advanced from what I am doing now? (If you
can, describe it.)
b. Do I like to be in charge of situations, others,
etc.? Why?
c. Do I like working directly under someone? Why?
7. Causing it to happen for yourself:
a. Develop a Plan of Action to enable yourself to
move into an advanced position. Be sure to get
the facts. Know whom to contact.
b. Speak up. Let someone (persons who can help you)
know what you are thinking. Describe your self
image to these persons. Who would these persons be
for you?
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c. Get into action. Make the necessary arrangements
in terms of training, education and anything else
you may need to make the change profitable for both
yourself and employer.
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Retraining and Re-education
The U.S. Department of Labor, after several studies, has
reached the thought-provoking conclusion that each of us will,
perhaps out of necessity, change our occupational roles at
least five to seven times during our lives. This is due~to
several causes: first, as technology becomes more sophisticated,
it also requires more highly skilled people to maintain and
advance it. What we are trained for today may be obsolete five
years from now. Second, with high importance placed on certain
jobs, excessive labor pools of trained people may be created who
later find themselves unemployed. This overproduction situation
recently occurred with aerospace workers and teachers, among them
many women who had been encouraged to follow traditional educa-
tion routes. Women who majored in psychology, languages, litera-
ture and philosophy, fields mainly applicable to teaching careers,
now find themselves without "saleable skills" in the job market.
Third, what interests us at age twenty may not interest us at
thirty or forty, and so we seek change.
In order to be prepared for change of occupation, regardless
of the cause, you should stay alert to developments in your
field and in the economy in general. Here are some suggestions:
1 . Keeping up in Your Field
a. Continuing Education
—Brushing up on skills. These become rusty when
not in use.
—Reading current literature. Know where to find it.
—Attending seminars, conferences, professional meetings.
—Membership in professional groups.
b. Utilizing the Options Around You
--In-service training, learning other jobs.
--Attendance at department and company meetings.
A wealth of knowledge can be obtained this way.
--Serving on special committees within the work setting.
2 . Retraining and Re-education
a. Dual Careers—Getting trained in a vocational skill so
you have a means of supporting yourself
while you develop a special interest
skill or occupation.
b. Awareness of the changing work roles and need's of
society. Are you going to be prepared for those
new needs?
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3. Contingency Plans in Case You Drop Ou t of the Work Force
Marriage and/or children, long-term illness, travel, etc
.
a. Part-time employment in your field.
b. Taking courses on a part-time basis related to
your area.
c. Keeping well-read in your field.
d. Membership and participation in professional and
supportive groups.
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Job Negotiation
Actual Case History
—Woman in her late 20 's.
—Married with a daughter aged three.
—Completed two years of college.
—Made the decision to go to work outside the home.
—Obtained a clerk/bookkeeper position at a local bank.
—During the first year her duties were numerous and varied and
her department was very busy. The economy then went into a
slump and the everyday work load in the bank dropped off.
Parts of many days she sat idle, looking busy,
—She also thought about going back to finish her college degree
and there were times she wished she could spend more day-time
hours with her daughter.
— If she seriously considered college again, she would need the
extra money from her job.
--She decided to "negotiate" for a permanent part-time job to
suit her needs.
—The plan was put together and she presented it to the Vice
President of the bank.
—Negotation consisted of offering her services one-and-a-half
weeks (full-time) each month to close the books at the end of
each month in her department. An increase in salary on a per-
hour basis was also asked for at this time.
—The negotiation was accepted.
—The hours she would normally have worked on the full-time basis
would now be free for her to pursue her studies and spend more
time with her daughter.
The Question
How does one go about negotiating a job? Or, in other terms,
how do you " Invent the future to suit your needs?"
The Technique
1. You must first get hired into a job area which suits your
interests and qualifications.
2. You should then go about proving your worth to this em-
ployer before negotiations can take place. Sometimes
worth at a previous job can be satisfactorily displayed
or proved to the new employer, i.e., references, port-
folios, followings.
3. Your credentials, trustworthiness dependability, etc.,
ought to be first class.
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4. You should be up-dated and knowledgeable in the specific
area in which you are working.
5. When you really feel worth has been demonstrated to your
employer, you are ready to start negotiating. Sometimes
this may take only a few weeks, sometimes many months.
Occasionally it can take place at the onset of the job.
6. Before approaching the President, Vice President, Division
Manager, or Department Head (start at the top—Personnal
Directors can seldom make these special types of decisions)
,
be sure you:
a. Know exactly what you want for yourself.
b. Have all the facts and figures needed to convince
them of the credibility of your plan.
c. Present the plan in a pre-scheduled (make an appoint-
ment) relaxed atmosphere, preferably in your territory
or work area without interruptions.
d. Use a convincing and persuasive delivery of your ideas
on what your job should consist of. (Practice it
several times in front of the mirror ahead of time.)
e. Anticipate questions which may be asked and have your
answers and data ready.
f. Be willing, if asked, to present your idea to higher-
ups if others must help in making the final decision.
7. Make your employer feel they can't do without you by pointing
out the difficulties they may find- in trying to replace you,
the expense of retraining someone new or remind them how well
your last project or assignment turned out. If it's a first
job you are creating, sell them cn your credentials and what
you can do for them.
8- Point out also that you have personal as well as career ex-
pectations which need to be met. In some jobs a change in
the job format or conditions could mean more creative and
better quality productivity when given personal time to
develop them. It might also mean less cost to the employer
in terms of not paying you when you aren't actually at the
place of employment. (This works well with free lance
writers and artists.)
9. Be sure to bring in the points about how society's atti-
tudes, job expectations, and amounts of leisure time are
changing within the culture. (Be careful with this one.
Don't turn off your listener.)
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10. Be confident in knowing what will benefit you the mo
in terms of your life alternatives and choices.
11. Take the chance and ask. It is highly unlikely that
your proposition is turned down that it will result
your getting fired. Sometimes it takes people a per
of time to think about your plan. Don't get discour
if you have to wait for an answer. Employers rarely
people go who are doing some thinking beyond their j
Anything new is a gamble.
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JOB OR CAREER CREATION
Recently there has been a great deal of discussion about
matching skills and interests to jobs which fit personal crite
to help insure that people's jobs, occupations, or careers are
satisfying and rewarding to them. When we hear of people who
"love" their work, this matching process has probably taken pi
either consciously or unconsciously. Sometimes because of our
restricted geographic locations, limitations on past training,
education levels, or whatever, the established work positions
which are available to us are not the ones which fit any of ou
interests and/or skills. They are many times distasteful, bor
under paid, and usually "dead end". One possible solution to
situation, and an especially good one for women, is Job Creati
Job Creation is basically a matter of assessing one's own inte
talents or skills and looking around to see how these can be
turned into services or toward producing products or services
which are needed by others--single persons, companies, institu
tions, communities, cities, etc.
John Crystal, a famous human development specialist at Cry
Management Services, believes that there is a job for anyone w
has some skills and really wants to do something. He suggests
that once you figure out what you really like to do, have sur-
veyed the field (discovered what services and products are neei
and made proposals to prospective employers, you are on your w.
His philosophy is, "Don't look for a job. Instead, match your
skills to prospective employers' needs."
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Job Creation is not as difficult as it sounds. Many persons
have started their careers in this manner and are listed among
those who are viewed as sucessful in life - the key of course is
that they are doing work which they enjoy, fits their values, and
allows them freedom. Take the initiative. Try it.
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BRINGING IT ALL TOGETHER MODULE
Goal
To provide a summary of the Career Development
Process
.
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The purpose of this module is to summarize the process of
career development that has just been completed. This informa-
tion is useful to both the client and the counselor, and two
copies of this sheet might be made, one for the client to keep
and one to complete the client's file. It is also useful as a
means of evaluation, to see which modules were particularly
helpful. At this stage of the process, it is hoped that the
client will initiate the move into the Activation Stage (if
she has not already done so) to try out new role integration and
strategies resulting from her program participation.
Objectives : To summarize the career development program.
To emphasize what has been learned during the
Awareness and Search Phases.
To encourage the counselee to move into the
Activation Phase.
To provide the counselor/facilitator with a
summary of what was particularly helpful to
each client.
Use: To be done during the last session of a group/one to one
process. it is important to stress being available on a contin-
uing basis should the client feel the need to come back for a
particular module or follow up session.
Si™®: Approximately 20 minutes.
Fol low Up : Evaluation forms.
Client contact several weeks/months later.
Counselor follow up several weeks/months
later.
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The "ME" Recap
Go through the previous Modular Exercises you have completed
and summarize what you have learned during the process. List
any items which you discovered about yourself, i.e., feelings
you uncovered, attitudes, new awarenesses, clarified values,
old and new interests, reawakened fantasies, inventory or test
results, etc.
Life Planning Module Decision Making Module
Self Analysis Module Work Values Module
Attitude Awareness and Goal Setting Module
Behavior Changes
Any Other Invormation Inventory Results (if used)
-141 -
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Definitions
Work: Conscious effort, other than activities whose pri-
mary purpose is related to either coping or relaxa-
tion, aimed at producing benefits for oneself and/or
for oneself and others.
Career
:
A course of actions or events. A life long process.
A succession of occupations, jobs, vocations, non-
paid work experiences, study, etc., or any combina-
tions .
Occupation
:
A specialized area of work concentration usually
requiring a specified study and/or training
period
.
Job: Doing a task with or without rewards. Sometimes
thought of as temporary or short term. May or may
not require special skills.
Life
Planning
:
The mental and physical process of setting and work-
ing toward certain goals. Planning and working out
stragegies in life. Thoughts and activities may be
conscious or unconscious.
Career
Development
:
A conscious effort to investigate career related
possibilities. To unfold, seek, and make use of
available related resources. To learn skills,
strategies and new information as it relates to
occupational selection and/or other career related
activities
.
taken in a group
taken one-to-one
EVALUATION OF MLP/CD PROGRAM (Participant)
Were your Personal Program Goals, set at the begining of the program,
met? Yes No
To what degree did you consider the Modular Program (process) helpful
in terms of learning more about yourself or gaining information? Please
check the degree of helpfulness in each Module.
A Great Some Very Didn't Cover
Modules Deal Little it
Life Planning
Self-Analysis
Attitudes & Behaviors
Values Clarification
Goal Setting-Short & Long Term
Career Investigation
Decision Making
Resumes & Interviews
Job Survival &< Outward Mob.
Bringing It All Together
If you had some frustrations concerning your own Life Planning & Career
Development before you took the Modular Program, how would you describe
the frustration level?
.Very Moderately Moderate Moderately Very
High High Low Low
Didn't have any Never thought about it
What is it now, having taken the Modular Program? Don't have any
.Very Moderately Moderate Moderately Very
High High Low Low
How would you describe your understriding of the Modular Process, ie could
you put yourself through the total process by yourself at a later date?
Very good Good Under- Fair Under- Poor Under-
Understanding standing standing standing
Were you able to set some future Life Planning and/or Career Goals (things
you intend to do when you leave here) as a result of this program?
Yes No
Would you recommend this program to other women? Yes No
^at could you suggest for making the experience better for you or in
piping us to present the program to others in the future? Other comments?
ease use back side if needed.
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USE OF THE PARTICIPANT'S MANUAL
It is suggested that for maximum gains this manual be used in
conjunction with the MLP/CD Program Facilitator's Manual and pre-
sented by a trained facilitator, counselor, or paraprofessional
.
All the materials may be used in a one-to-one or group situation,
although a few instruments and exercises lend themselves better to
one or the other. (See Facilitator's Manual for further explanation.
We feel that this program is not totally self-facilitative and is
most beneficial when used in a counseling environment.
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modular life planning/career development program
objective: To provide a comprehensive Career Counseling Programbased on individual needs of women having difficulty
dealing with Life Planning, Career Awareness and
Development. Basic Modules of positive, task-oriented
assignments are designed to prepare women for making
rational career choices. These Modules are presented
and intended for use with the specifically prepared
instruments accompanying each Module and should be
offered by qualified facilitators.
Basic Modular Units
Personal Program
Goal Setting
Goals for the Modualr Program.
Life Planning Exercises to explore Life Cycles, Life
Line, Job Fantasies and Women's Changing
Roles
.
Attitude Awareness Negative thought, verbal and non-verbal
and Behavior
Changing
barriers women may need to change or
work around in order to reach personal
career goals.
Self Analysis
Part l--Personal
Assessment
Review of one's background, personality
traits, likes, dislikes, interests,
values, etc.
Values Clarifi-
cation
Clarification of personal and work
values necessary for career decisions.
Goal Setting The process and reasons for setting long
and short term personal career goals.
Career Investi-
gation
Exploring and locating occupational and
career information, studying an occupa-
tion in depth. Occupational Inventories
may be used.
Decision Making Basic decision making process, analysis of
past decisions and how to make future ones
Resumes and
Interviews
Resume preparation and interview know-how.
.
Job Survival and
Outward Mobility
Studying techniques and strategies for
staying on the job and becoming outwardly
mobile.
Bringing It All
Together
Selection of important data from completed
Modules for creating the "ME" Recap Sheet.
Self Analysis
Part 2—Skill
Assessment
Review of skill areas. Definition of
specific skills--how skills transfer.
1
Name Date
MLPCD Program, cont.
Pre and Post Follow Up Modules (if needed or desired)
Personal Counseling to deal with personal problems
Academic and skill preparation
Support Group Participation
Advisor or sponsor assignment
Discrimination Advocacy
Family Counseling
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the modular program
EXPLANATION OF PROGRAM GOAL SETTING
It is important for one to clarify why she or he wishes to
do something. Writing down reasons for undertaking a task may
increase commitment to do it, provide motivation to stay with it,
and give higher satisfaction levels upon completion of it. As
your commitment to taking this program, see if you can write down
what you want to accomplish in the next 3-5 weeks, or, if you are
taking it as a workshop, what do you want to get from it? Why did
you want to take it? These are known as goals. Now see if you can
identify any "roadblocks" that might prevent you from reaching the
goals. Some time at the end of the program check to see if your
goals were accomplished, modified or blocked.
3
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Write down
PERSONAL PROGRAM GOAL SETTING
(A Pre-Program Evaluation Instrument)
what you want to accomplish during the MLPCD Program.
Starting date (now)
Program ended
Goals :
Roadblocks
:
; (Both anticipated and encountered during the program)
Evaluation
: Were the original goals accomplished? (To be com-
pleted at end of program)
Were they modified or changed during the program?
Describe
.
Marcia McCann and
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LIFE PLANNING MODULE
Goal
To introduce the concepts of Life Planning and
give participants an opportunity to examine and
experience two components of a Life Planning
Process--Fantasy and Reality.
5
EXPLANATION OF THE LIFE PLANNING MODULE
The term Life Planning refers to thinking out, setting and
then physically completing goals. Whether this is done consciously
or not, the results appear as strategies and decisions concerning
ways for living our lives. Hopefully, when these goals or strategies
are planned they allow us to have more control over our life styles,
help us obtain those things which are important to us and derive
a sense of fulfillment and satisfaction. This module contains
several exercises which will help you to review your life's past
choices and encourage you to think about future choices as they
relate to where you have been and where you are going.
6
TRADITIONAL
„
o«-
POSSIBLE
life cycle of the
AMERICAN
STUDY THE DIAGRAM NOTING THE POSSIBLE
COMBINATIONS AT EACH LIFE STAGE. ALSO
NOTE THE NUMBER OF YEARS ONE IS AVAIL-
ABLE TO THE WORK FORCE. NOW TURN THE
CHART OVER AND DEVELOP YOUR OWN CYCLE.
BE AS SPECIFIC AS YOU CAN.
AGE 30-40
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LIFE PLANNING MODULE
Fantasy Work Day
Close your eyes and try to imagine the ideal work day for yourself.
See if you can picture, in full detail, what you would be doing.
Then open your eyes and answer the following questions, deal
with the suggested areas, or create your own story.
You wake up - at what time?
You get dressed - describe
clothes
What kind of preparations
do you have to make?
Do you have to interact with
others?
What kinds of demands are
made on you?
Do you have to work or do
you work because you
want to?
You're ready to leave
for work - time?
How do you get there?
How far is it?
Do you do anything special
on the way to work?
9
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MLPCD Program
You get to work \
Where are you? (city, small >
town, etc.)
i
What kind of work do you do?
Describe the work setting
How long have you worked
here?
What are your hours?
What do you get paid?
What are your benefits?
What level is the job? (pro-
fessional, technical,
training)
Do you plan your work or
does someone do it for
you?
How do you work? (alone,
in a group, contact
with others)
What do you work with?
(people, data, things,
a combination)
Describe some of the people
who work in your area
Who do you report to?
What do you like about
your job or occupation?
What do you dislike about
it?
10
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Would you rather be doing
something else?
What is the next move
(job step) for you?
What are your highest
aspirations in this
field or place of
employment?
11
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Life Planning Module Notes
ATTITUDE AWARENESS AND BEHAVIOR CHANGING MODULE
Goal
To provide learning opportunities to assist
participants in examining their own attitudes
and behaviors and to encourage the use of specific
processes for awareness and change when partici-
pants indicate desires to experiment.
MLPCD Program
ATTITUDE AWARENESS AND BEHAVIOR CHANGING MODULE
Attitude Awareness
Many times, without realizing it, we "down grade" ourselves
through our thought processes, verbal and non-verbal expression.
It is usually helpful if we know when we "put ourselves down."
For the next week, list all those occurrences in which you
downgrade yourself (thinking, speaking or acting) , who recog-
nized it (get your friends and family to help you) , and state
briefly how you felt about becoming aware of the incidents.
Occurrence Recognized by Whom? How Did You Feel?
13
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Occurrence Recogn ized by Whom? How Did You Fe°l ?
14
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ATTITUDE AWARENESS AND BEHAVIOR CHANGING MODULE
Behavior Changing
This week list the undesirable behaviors (put downs) which
involve your thinking, speech and actions, list who discovered
the behavior, and, this time, describe the Course of Action
of different kind of behavior you could show instead of what
you did. Practice these different behaviors in the weeks to
come when confronted by similar situations. Usually undesirable
attitudes and actions are eliminated by substituting positive
thoughts and actions in their places. Try it in the weeks to
come
.
Occurrence Recognized by Whom Course of Action
Different kind o:
behavior I could
show
15
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Occurrence Recognized bv whom? Course of Arti'nn
Different kind of
behavior I could
show
16
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Attitude Awareness and Behavior Changing Module Notes
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SELF ANALYSIS MODULE
Goal
To provide a series of sequential learning
opportunities to help participants conduct a
personal self-analysis on paper and through
verbal interaction.
MLPCD Program
SELF ANALYSIS MODULE
Personal Review
(Part I)
Directions : These are personal statements. In doing the following
answer each question as it pertains to how you see yourself
—not as
you think others see you.
Step 1, General Information
A. Things I like to do are: (List any talents, work, relaxation,
special interests, etc., you enjoy.)
B. What things have given me the most satisfaction and pleasure
in my life?
C. What things have been most disappointing or discouraging in
my life?
Step 2, Education
A. What subjects in school do (did) I enjoy the most?
B. What subjects do (did) I enjoy the least?
C. What subjects do I have an interest in that I have not
had a chance to try or experience?
Copyright © Marcia McCann andTeri Rumpf 12/74
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HLPCD Program—Personal Review
D. What are some sources for more information on any subjects
that interest me?
E. Does any of this information in this section fall into any
patterns? (Scientific, analytical, social, artistic, mixed
patterns or no pattern at all?)
Step 3, Paid Work, Volunteer Work, Life Experiences
A. I have had experience with or in each of the following areas.
Paid Work Volunteer Work Life Experiences
B. I have special interests in or have thought about doing these
other things too.
C. The experiences and areas of (real) interest to me I need to
explore and/or master to further my interest and expertise are
D. I can explore and master these by: (What sources--schooling
,
skill training, reading, talking to people, reasearching a
career, etc. Be specific as to what you would have to do to
find out or learn more about your specific interests.)
Copyright Marcia
McCann and
Teri Rumpf 12/74
19
MLPCD Program - Personal Review
Step 4, Personality Traits
A. Rate yourself on a scale of 1 to 5.
1 indicates a lack of a trait
5 indicates a strong personality trait
Rate only those personality traits which you see in yourself,
Patient Duty-Minded Determined
Impatient Low Initiative Lack of stick-to-it
Sympathetic Punctual Cleanliness
Kind Always Late Thoughtless in dress
Overly Critical Courteous Self-Confident
Adaptable Sulky/Rude Self-Conscious
Non-flexible Positive Outlook Well-Read
Easily Angered Usually negative Feelings of stupidity
Courageous Neat Good Vocabulary
Gossipy Lack of Order Poor Vocabulary
Forgiving Self Starting Goal Oriented
Jealous Lack of Drive Envious
Selfish Stubborn Creative Imagination
Strong Voiced Worry Intolerant
B. The personality traits I consider my best are:
C. The personality traits I need to work on to further my
growth, interests and goals are:
20
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Step 5, Other Personal Information
Write down any other personal information which you feel is
important in doing a Self-Analysis that has not previously been
covered. (For example, there may be a particular problem or
worry that is consuming a great deal of your time and energy
and thus preventing you from changing your life for the better.
It might pertain to health, family, personal relationship,
financial situation, etc.)
21
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MLPCD Program—Self Analysis
MOOT POINTS
Answer the following questions, reflecting as honestly as possible
how you feel about each statement. (Add any other "defense
mechanisma" you catch yourself using.)
True Maybe Fa : se
X can be anything I want to be.
I usually think of what I should do,
rather than what I want to do.
I usually avoid making decisions.
It is easy to accept what others decide
for me
.
I sometime; feel that if I wait, the
right thing will come along.
I don't have time to go to school and/or
work and do all the other things expected
of me.
I often think I should be satisfied with
my life.
I'm not sure that there is anything I
could do job or career wise.
I am not really cut out to be a career
woman
.
If I were (am) married and had (have) a
family my first responsibility would (is)
be to them.
I am scared, but excited by the idea of
changes in my life.
I feel good about most of the work I do.
I know my weak spots.
© Marcia McCann andTeri Rumpf 12/74
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True Maybe False
I am not too proud to ask for help from
others, especially other women.
I try to discriminate between helpful
and unhelpful criticism.
I have the rest of my life to become me.
I have something important to live for.
I try to recognize and confront
discrimination
.
I don't wait for luck, I try to make my
own.
Copyright (c
)
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SELF ANALYSIS PART II
DETERMINING FUNCTIONAL SKILLS
The following is a list of functional skills or abilities that can
be applied to the world of work. Go down the list and check off
things that you have knowledge of, or have had experience with.
Note that there are two kinds of skills: general, such as
analyzing, coordinating, etc.; and specific, typing, printing,
etc. Check off both kinds, in the space to the left of the
skill. This is not a complete list, so fill in any additional
skills in the spaces marked OTHER.
SKILL PEOPLE DATA THINGS
writing
editing
proofreading
research
lecturing
publishing
reading
drawing
painting
graphics
designing
printing
print making
composing
reading music
playing a musical instrument
cooking
baking
gardening
sewing
weaving
batiking
teaching
tutoring
tending (taking care of)
counseling
fundraising
selling
ordering
shopping
purchasing
operating office machines
repairing office machines
operating vehicles
operating heavy equipment
operating power tools
repairing vehicles
repairing heavy equipment
repairing power tools
25
MLPCD Program
SKILL PEOPLE DATA
operating electronic equipment
repairing electronic equipment
drafting
mechanical drawing
typing
stenography
bookkeeping
cash register
working with precision instruments
programming
data processing
other
farming
academic skills
constructing
artistic skills
musical skills
creative skills
diagnosing
facilitating
planning
initiating
assessing
implementing
organizing
cordinating
recruiting
interviewing
synthesizing
collecting
analyzing
consulting
collaborating
evaluating
directing
managing
supervising
negotiating
accounting
keeping track of details
problem solving
mechanical skills
working with numbers
working with animals
THINGS
26
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2. Now go back down the list and put an X under the appropriate
column depending on whether the skill you have checked is used
with, or applies to. People, Data, or Things. Note that it is
possible to mark off more than one column, if more than one
category is involved.
Then total up the number of X's under each column. This will
provide some idea of the areas in which you have the greatest
number of functional skills.
Go back over the list of skills that you have checked of once
again, and star the skills that seem strongest to you. These
are the skills that you will be using in part two of this
section of the module.
27
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Part II b
This part must be done in depth in order to be effective, so pi ent ,
of time should be allowed. Refer to the list of skills on the p re.
vious pages and list the skills which you checked off. Leave
about
three inches between each skill : drawing
- for example
editing
Use extra paper if needed. After you have listed all the skills,
describe each in detail. Think about what was involved in editing,
counseling, drawing, etc Where did you do it? With whom? Whit
kinds of things did you need to do this work? Break down the skill
into the smallest possible elements. Be as specific as possible.
Instead of things like "working with people, " "assisting with plan-
ning, " which don't really describe what was done, use descriptive
verbs as much as possible - interviewing clients, keeping records,
using a computer language, selecting fabrics, designing with texture
and cblors, etc. (This may seem difficult at first; it gets easier
tobe precise.)
For example: Counseling - Involved listening to and analyzing a
client's situation, and designing a program that would benefit
the individual. Also involved interviewing family members and
collaborating with other team members to process interviews
afterwards. Record keeping and supervising practicum students
were also involved in counseling work. Most important were the
abilities .to listen and to assess .
Coordinating - The Job Bank - Mak ing contact with
employers, initiating relationships, maintaining the job bank
by weeding out jobs that are already filled, interviewing can
dates looking for jobs, collecting resumes and filing them,
organizing the job bank so that people can use it, etc.
Coordinating - Information Referral Program -
community services, initiating contacts with staff in each Pr0
gram, collecting data
.
coding information . organizing the P
listening , talking and referring clients to the appropriate
sources
.
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Coordinating—Abortion and Birth Control Program
—
Coordinating times of staff and counselors, talking with
clients, making appropriate referrals
,
disseminating birth
control information
,
planning and organizing workshops on
birth control, acting as liason with community health officials.
Note that it is possible to hav* more than one description unde •
each skill.
Then go back and see whether you can make generalizations from the
descriptions—for example:
Counseling: listening, talking, assessing, record keeping,
concentrating, collaborating.
Coordinating: initiating contacts, interviewing, organizing,
making referrals, planning, talking and listening.
You may begin to see a pattern of certain skills that appear over
and over again. Which skills are these? List them.
Baking: mixing ingredients
read directions
assemble equipment
pay attention to detail
organize equipment
planning time, planning ahead
decision making
follow directions
be accurate
Cash register: manual dexterity
being accurate
learning the mechanics
handling money
making change
arithmetic
(have eye coordination)
29
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Part lie.
Find a description of an occupation (or several occupations) that
interest you. Descriptions can come from an occupational brief,
a person already doing that job, books, literature, films, etc.
The following is a brief description of a Meteorological Technician
The meteorological technician series includes classes of positions
which involve technical work in meteorology including observing,
measuring, recording, computing, processing, classifying, analyzing,
verifying, and disseminating meteorological data. The work requires
the application of a practical knowledge of the meteorological
procedures, methods, and techniques and a basic knowledge of some
of the principles of meteorology.
When reading the description, what skills are mentioned? What
other criteria (education, experience, specific knowledge or
taining, working conditions) are mentioned? Do the skills match
yours?
Follow Up : Functional skills alone are not enough to define a
career goal. They must be matched with likes, dis-
likes, work values, personal values, things that
are done well, life style, and working conditions.
What personality traits apply? (Review Self Analysis, Part I)
Waht work values apply? (Refer to Work Values Module)
Do the functional skills, working conditions, life style, and
personality requirements seem to match yours?
Complete list of skills
Skill 1
2
3
4
Complete list of verbs
Verb A
B
C
D
Also, for more information on skills assessment, refer to
Crystal and Bolles, "Where Do I Go From Here With My Life,
and Bolles, "The Quick Job-Hunting Map."
30
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Self Analysis Module Notes
VALUES CLARIFICATION MODULE
Goal
To introduce the concept of Value Clarification
and to encourage participants to explore their
own value systems.
32
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Choices for Women*
The purpose of this worksheet is to help clairfy values, attitudes
and expectations. There are no right or wrong answers. Please
circle either "agree," "disagree" or "don't know" after each of
the following statements.
1 . In my own future I expect to have
two roles, wife and worker.
agree disagree don 1 1 know
2. I would have a great deal of dif-
ficulty changing diapers, scrubbing
floors, 24 hours a day.
agree disagree don ' t know
3. I must produce, I must achieve to
feel complete--perhaps to feel
alive. I need pride in my
accomplishments
.
agree disagree don ' t know
4 . I think that a career will be my
life, and that everything, in-
•
eluding my marriage or a relation-
ship will be built around it.
agree disagree don ' t know
5.-1 I haven't really thought about
integrating marriage & career.
agree disagree don ' t know
6 . I expect to move to a geographical
area where my husband's work takes
us
.
agree disagree don ' t know
7. I expect work to be basic to my
survival, independence, security.
agree disagree don ' t know
8. Work will afford me resources to
survive, but I really don't like
to work outside the home.
agree disagree don ' t know
9 . I see myself in many different
roles, but wonder if I can be
successful in them.
agree disagree don ' t know
10. I would like to be economically
comfortable
.
agree disagree don ' t know
11
. I have always looked at a career agree disagree don ' t know
as giving me options.
* Karl Bartsh— "Choices for Women," A Values Clarification Workshop,
Pennsylvania State University.
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12
15.
It is important to me to
function as a professional
in my own carrer.
13. Being single is a
selfish
existence
.
14 I have the strength
to fight
' against sex-related expecta-
tions in the world.
I think I am the kind of
person
who can keep professional demands2o» "tSRring with my personal
life.
I believe in quitting my
career
when I have a child-at least
for several years.
I feel frustated when not
being
productive
.
I must be working to keep
alert
and maintain my self image.
When I marry, my main interest
will be (is now, or has been)
unity in the home. My first
role is wife and mother.
I believe in balancing work and
play.
^gj-00 disagree don t know
agree
agree
disagree
disagree
dori ' t know
don 1 1 know
0gj-g0 disagree don t know
16.
^gj.00 disagree don t know
17 .
agree disagree don't know
18.
19.
20 .
21 . I must have a lot of
alone time.
22 It is important to me to
be self
supporting. I don't expect some-
one to support me in the
future.
23. I don't believe I want to
have
children. . .or have any more
children.
24. Sometime in my life I expect
to
be a full-time mother.
25. Being a mother will actualize
me as a woman.
26 If I don't have children, I
will
have missed a very important part
of my life.
agree disagree don't know
agree disagree don ' t know
agree disagree don't know
agree disagree don't know
agree disagree don't
know
agree disagree don't
know
agree disagree don't
know
agree disagree don’t
know
agree disagree don't
kno*
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VALUES CLARIFICATION MODULE
Factors Influencing Occupational Choice
From the influencing factors listed below, indicate the extent to
which they have affected you in your occupational choice or
choices. Add any others you feel are important to your situation
Use the following code to show the extent of influence.
++ Great Positive Influence; + Some Positive Influence; 0 No
Influence; - Some Negative Influence; = Great Negative Influence.
Your Sex
Friends
Peers (people
around you)
Father's Occupation
Children
Husband
Other Family
members
Knowledge of Jobs
Personal Conflicts
Availability of
Transportation
Social Class
Church
Your Interests
Mother's Work Outside
the Home
Mother ' s Work
Attitudes toward Work
Geographic Immobility
Geographic Mobility
Your Race
Your Temperament
Opportunities in
Geographical Area
Your Education, Training
and Experience
Role Models Available
Personal Contacts
Your Health
Try to identify those factors that have had the most influence
(positive or negative) on your thinking about a future job or
occupation or a change in your present one.
Can you describe how these have influenced you?
Copyright
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Values Clarification Module Notes
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GOAL SETTING MODULE
Goal
To introduce the concept of Goal Setting and
its components, and provide learning opportuni-
ties for participants to experiment with these
components
.
EXPLANATION OF GOAL SETTING MODULE
The following Module is offered to clarify the .Goal Setting
Process as it relates to Life Planning and Career Development for
you
.
A goal, as described earlier, is a fuzzy concept. By that we
mean if you can picture or describe a certain outcome for yourself,
whether or not it is totally clear or defined, you can do goal
setting. On the next page start by trying to picture one thing
(or more if you wish) you would like to be doing six months from
now. Assume nothing is or would be preventing you from reaching
this goal (s) . Fantasize and project into the future if you find
dealing with reality and the here and now too difficult. Next list
the steps it would take to accomplish this goal (s) . These are
sometimes called objectives and are useful in clarifying fuzzy
concepts or goals. Now list the "roadblocks" (those things that
could stand in your way or might prevent you from accomplishing
your goals) in connection with this goal (s) . And last, make some
notations of things you would need to do in order to accomplish
your goal (s)
.
Try some long term goals too, using the same process you
used for the short term goals.
37
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Setting Logical Career Goals
MAJOR ELEMENTS TO CONSIDER WHEN SETTING LOGICAL OCCUPATIONAL AND
PERSONAL GOALS AND REASONS WHY EACH IS IMPORTANT IN LIFE-CAREER
PLANNING.
1. Educational Level
2. Personality
Characteristics
3. Job Characteristics
Many jobs and careers require specific
training or specific educational level
before entry.
Some people are emotionally and/or
physically unequipped to perform
certain tasks on a daily basis. Some-
times these can be changed, improved
on or compensated for, depending on
your degree of commitment.
Job characteristics generally do not
change substantially over the years.
Some, however, are in the process of
change because of legal actions and
changes in social values. Workers'
personalities should match job charac-
teristics within reason.
4. Interests
5. Aptitudes and
Intelligence Levels
6. Commitment of
Involvement in a
Multi-Role Life
Style
Ability to Activate
Goals
An individual's level of interest is
one major factor that determines success
or failure in an occupation. Be sure
you have not been "programmed" to cer-
tain levels of interest but have based
your judgment on sound facts and informa-
tion followed by rational decision
making
.
Natural ability or tendency which if
recognized, developed and used should
enhance a person's potential.
When one lives a multi-role life, it
places priorities, pressures and limits
on time, energy and finances. Commit-
ment to experiment with various life
style patterns to fit one's needs is
important
.
One will probably need a functional
decision making process and a desire to
activate at least the short-term goals.
Marcia McCann and
Copyright (c) Teri Rumpf 12/74
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GOAL SETTING MODULE
Short Term Goals
Short Term Goals-- (where you would like to be, or what you would
like to be doing in six months or a year from now)
Steps toward accomplishing goals
—
Barriers
— (problems anticipated and/or encountered)
What has to be done in order for the above goals to be accomplished?
Copyright
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GOAL SETTING MODULE
..Long Term Goals
I. A, What does the future look like? Try netting some long
range goals for the future. When anc what would you
like to see yourself doing five years from now if there
was nothing standing in your vay? Really let yourself
go and fantasize.
B. What are the immediate short-term goals which will help
you reach or obtain this long range goal concerning your
job and career future?
C. Barriers to reaching goals.
II. A. Can you visualize what you'd like to be doing ten years
from now? Try setting a long term goal pertaining to this
projection.
B. What are the immediate short-term goals which would help
you reach this extended long range goal?
C. Barriers to reaching goals.
Copyright Marcia
McCann and
Teri Rumpf 12/74
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Goal Setting Module Notes
CAREER INVESTIGATION MODULE
Goals
To provide participants with a systematic pro-
cedure for researching occupations.
To encourage participants to use the procedure
at least once in order to become familiar with
the process. <
EXPLANATION OF THE CAREER INVESTIGATION MODULE
This module is designed to help one learn more about a cluster
of occupations, a general career field, a specific occupation or
job. It is useful when you start seeking job and career information
in that it:
1. encourages you to think about sources of information
(Where can I find it?)
2. encourages you to think about what information you
are seeking (What information do I want to know? What
questions should I ask?) and
3. establishes what is helpful in making logical, thought-
out career decisions (good decisions, based on facts,
your needs, and your own values)
.
42
WHERE TO FIND OCCUPATIONAL INFORMATION
Career Resource Centers
Journal Articles
Directory of Organizations
Individual Companies
People
Occupational Briefs
Telephone Directory
Chamber of Commerce
Newspapers
Government Publications
Occupational Outlook Handbook
Department of Employment Security
Employment Agencies
Career Planning and Placement
Libraries
Dictionary of Occupational Titles
Department of Labor Quarterly Report
43
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INVESTIGATION MODULE
Resources: Where to Find Career Information
In Your Local Area
Resource Location
Out of Your Local Area
Resource Location
Contacts and Leads:
44
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OCCUPATIONAL INFORMATION
The following is a series of questions that will make occupa-
tional information easier to use. Since information of this kind
is written for a wide variety of people, students are often left
with questions like, "But what's in this for me?" Using these
questions as guidelines should help answer this and other ques-
tions relevant to you.
1. What do people do in this kind of work ... do they work
with their hands? Do they use verbal skills? Mathematical
skills?
2. Do they work alone, or with other people?
3. Do they supervise other people or are they supervised?
4. What sort of setting (hospital, school, office, home, etc.)
does this work take place in?
5. What sort of background does one need to do this work?
What specific courses are necessary?
6. Is there any special training necessary to do this job? v
Where can you get it?
7. Can you afford this kind of training?
8. What are the starting salaries for people in this field?
Can you live on that?
9. What kind of hours will you have to work (overtime, split
shift
,
etc
.
)
?
10. What specific job titles are involved with work in this
field (programmer, systems analyst, etc.)?
11. What are the possibilities for advancement?
12. Where will you have to live if you take a job in this
field (small town, city, etc.)?
REMEMBER: PLANNING YOUR CAREER IS PLANNING
YOUR LIFESTYLE)
45
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INVESTIGATION MODULE
Studying and Occupation in Depth
Complete as much of this report as possible on an occupation you
have studied in depth. It may be necessa y to do several of these
reports in order to make a career decision.
Occupation Chosen for Investigation
Reason?
Brief Description of Duties
Supply and Demand in Employment?
Advantages of this Career?
Disadvantages of this Career?
How does this occupation fit into my life style currently?
My life style in the future?
Why is this type of work important to me?
Salary and Fringe Benefits?
Opportunity for Advancement?
Education and Skills Required?
Have I had any experience in this occupation?
Type?
What further training will I need?
Why do I think I will be successful at this?
If I decide on this occupation, what other occupational areas will
I also be prepared to enter?
In what part of the country do I plan to live?
Estimate of the amount of money I will need each month-TotalS
Food $ Clothing $ Housing $
Transportation $ Education $ Other $
Copyright Marcia McCann
and
Teri Rumpf
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MLPCD Program- Studying an Occupation in Depth
field^°
^ relativ® and f'i«ds think of my considering this
Where did this information come from?
Where can I go for more information?
Do I know anyone working in this occupation?
Who? “
"
Where could I find out about someone working in this occupation?
Comments
:
Copyright (c)
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Career Investigation Module Notes:
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DECISION MAKING MODULE
Goal
To acquaint participants with the concepts of
making decisions in a planned, systematic way
and provide a learning experience which sugges
one specific process for making decisions.
DECISION
MAKING
MODULE
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Decision Making Module Notes:
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I
RESUME AND INTERVIEW MODULE
Goal
To provide participants specific suggestions
and models relating to resume preparation and
interview know-how.
EXPLANATION OF RESUME AND INTERVIEW MODULE
The following module will be especially useful to those who
are seeking employment and need help in preparing a resume and/or
need help in demystifying the interviewing process.
The first part offers sample resume forms, model resumes, and
sample cover letters. The second part includes a discussion,
"Making the Most of an Interview, " and provides tips on preparing,
surviving, and following up an interview for employment.
52
eyes glaze over and you're dead. A third type of interview is
the stress interview (which I have personally never encountered)
.
Here the interviewer tries to provoke hostility by deliberate
rudeness or nastiness. Your best bet here is to be gracious and
not lose your cool. You might smile charmingly and say, "Oh, a
stress interview!"
Women often find themselves under stress in an interview of
type one or two when the interviewer brings up their marital
status. You may be able to avoid this by leaving it off your
resume. Questions on this topic are illegal
,
but you should use
your head and be gracious about evading them. Gloria Steinem
might whip off her Maidenform and strangle the interviewer, but
you can fend off the questions without appearing to do so. Smile,
stay calm, remember you don't have to answer. And he/she probably
knows it.
• Even if an interview seems to fizzle, you can ask the inter-
viewer for advice (everybody loves to give advice) about where
else you might apply. You can then use his/her name as a contact
in a letter to the company he/she suggests. You should evaluate
interviews afterward so as to do better next time. Try to see it
as a chance to toughen up, to learn something about the working
world. You'll "fail" a^lot of interviews for reasons you'll
never know
—
you were too loud, too quiet, too young, too old, you
reminded the interviewer of his/her mother, or you d idn '
t
remind
him/her enough of his/her mother--but at least you can take care
that you don't "fail" because of lack of preparation.
Follow up your interview in a week or two with a letter in
which you restate a summary of your qualifications for the posi-
tion. 53
RESUME AND INTERVIEW MODULE
Making the Most of an Interview
Preparing--the interview is your chance to sell yourself
to your employer. Of course you look your best--it helps to
try to look like whatever it is that you want to be hired for.
Even more important is looking successful, not desperate or
anxious, and projecting an alert, energetic personality. This
is especially true if you think you are "too old."
You must find out in advance everything you can about the
company; for instance, if it is a publishing house, know what
sorts of books they publish, where they sell, to whom, what
famous editors work there, their famous authors, etc. Better
yet, find out a problem the company may have (e.g., needs a good
novel as they haven't had a bestseller in eight months; textbook
sales need a boost, etc.). Present yourself as knowledgeable
about the company and its problems and able to help solve the
problems (remember, you are selling yourself into a specific
job title)
.
Surviving--some interviewers have a set of questions that
they believe will tell them whether or not a candidate is suited
for a particular job. This directed interview is the easiest
kind of interview, but one in which you have hardly any leeway
to display yourself. The toughest interview is the non-directed_
type in which Mr. Big sits back and says, "O.K., shoot--why
should I hire you?" Here you have the leeway to sell yourself
although your background and education may be weak, but you must
be prepared . As soon as you say, "Uh--I don't know," Mr. Big s
54
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RESUME AND INTERVIEW MODULE
Pre-Resume
Things to consider before beginning to write a resume:
List ell experience make two categories; relevant experience(experiences that are connected to the job one is applvinq for)
and other experience.
Include experiences that were volunteer, done for school creditinternships, practicum experiences, etc.
List a' job title for each experience (even if these have to be
made up, OR if the title is something like "intern teacher")
.
Describe the experiences in as much detail as possible, paying
particular attention to what was done, that is, the verbs thatdescribe the work.
Think about the kinds of skills that were involved ... the experience
that could be transferred to another job setting.
List all previous/current education or projects. Note that prac-
ticum experience can be listed under experience. List all projects
done for courses and described.
List all the honors and awards received, clubs, activities, etc.,
that you may have participated in.
Be able to answer the question, "What kind of job am I looking
for?" There may be more than one answer to this quesiton, but
the more specific you can be, the better. Multiple job objectives
may involve writing more than one resume, or it may mean organizing
the resume so that it is apparent that a person has skills and
experience in more than one area.
Decide which seems more important, your education or your experience.
There is flexibility in deciding which should be put first.
Different styles of preparing a resume can radically change the
way the person is presented. It is important to use this fact to
the best advantage.
Resumes
Basic forms:
1- Chronological—experience is structured sequentially, dates
and amount of time in each job are emphasized. This is an
excellent form of resume for a person who has worked in the
same field for a number of years, and who has advanced con-
tinuously
.
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2. Functional—de-emphasizes dates, attention is paid to the
kind of work performed, to the kinds of skills and abilities
necessary to do the work, the kinds of projects and activities
that the work involved and the achievements that resulted
from work done. This resume format i . better for someone
who has had a number of different kinds of vork experience,
whose experience has not been continuous, or who has lit*, le
work experience but who has done a n; mber of different things.
3. Functional/Chronological Combined— this format is particularly
good for the person who has had a lot of experience in dif-
ferent categories, some of which may well be interrelated.
Experience is listed in reverse chronological order.
Things to Include in a Resume
1. Name, address, and phone number.
2. Occupational interest and goal—this can be as general or as
specific as is appropriate. There is less flexibility with
more specific objectives.
3. Summary—this is an optional category, which can be used as
a catch-all; a place to mention data which is relevant, but
for which there is no other place within the resume.
4. Experience—There are a number of different ways to organize
this section. It is possible to make a first heading—
Employment --which lists only job titles and place of employment
which is then followed by a section headed Experience where
the experience is described functionally. This is good for
the person who has had several job experiences.
Another approach is to make two categories: Relevant
Experience, which lists and describes any kind of experience,
paid or not, in any way related to the job objective, and;
Other Experience
,
which lists all other jobs that were held,
but not related. Note that the relevant experience section
can be divided into several different categories, if necessary.
Descriptions of work experiences should be kept brief, but
should include the job functions, scope of the work, and
accomplishments
.
It is important in a chronological format to put things in
reverse chronological order, listing most recent experience
first.
In a functional resume, it is important to place the function
most directly related to the job objective first and to des-
cribe this in the greatest detail.
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In a functional/chronological
most relevant goes first.
resume the category that is
Education
List highest level of education first.
Courses should not be listed hor6
mentioned in the summarv nr n
' levant courses can be
resume. Pertinent labs ^ay be mentionefunder'
"eduction"
^
Personal
This category is optional. it can be used to make astatement stressing particular skills, capabilitiesbership in professional organizations and publicationengagements, workshops, etc., should, also be listed?
personal
etc
. Mem-
, speaking
jLii cerviews
Making the most of an interview.
as an
t
exciangl?
nerallY ^ ^ successful when it can be regarded
It helps to look as if you feel comfortable—self-assured not
would
U
evnn f
esperate
'.
Clothing can be a combination of wha<- youxpect someone in that job capacity to wear (personal *opinion)
, and something you feel comfortable wearing.
about ^
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,
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There are a number of different types of interviews which fall
mainly into the categories of direct, non-direct, and heavy
stress. There are also formal and informal interviews. Formal
interviews may be all of the above. Informal interviews are
more relaxed, often occuring between acquaintances, etc.
The directed interview can simply be a qu stion and answer p. ocess
with one person asking the questions and the other doing the
answering. If this is the case, you have very little leeway to
make a case for yourself, unless you take the opportunity to do
so. This can be done in answer to a question such as the old
standby, "Do you have any questions?" You can also be more daring
and make some additional statements after you have answered some
related question, thereby breaking the cycle of question and
answer
.
The non-directed interview can be difficult if you are not prepared.
The employer sits back and says, "Tell me about yourself," or "Tell
me why you want this job." If you flounder—act as if you've never
thought those things through
—
you may have a hard time "recapturing"
the interview.
The heavy stress interview can be combined with either of the above.
It is an interview in which the employer is rude, hostile, or
obviously bored. The necessary thing here (and one that ijs diffi-
cult to carry through) is not to lose your cool and get all
flustered. You may even succeed in turning the interview around
and getting the employer really interested if you can manage not
to act thrown.
Women often find themselves the object of a great many personal
questions which in no way relate to the job involved. The first
of the two interviews that follow reflects this in what we hope
to be the extreme, but it is not an unrealistic interview. In
order to combat this, we suggest:
a. being prepared for personal questions and having
answers ready;
b. making a point of not giving out more information
than necessary (not going into minute detail)
;
c. not volunteering personal information (a job you've
held, birth control, living arrangements, etc.);
d. not dwelling on the personal when it does come up,
i.e., answering with a simple answer, then not saying
anything else (even if it creates an awkward silence) .
We also suggest that you leave things like age, marital status and
number of children off your resume, but that you be prepared with
answers to questions about them. You can also fend off questions:
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Q: I see on your resume that you're married. What
does that mean?
A: It means I'm one of the millions of married women
who work.
Q: Who's going to take care of the children while
you're working?
A: Oh, that's all arranged.
Q: What does your husband think about your working?
A: In all the years I've worked, I never thought of
asking.
Even if the interview doesn't go very well, you might ask for
suggestions on where else to apply. You might even then use X's
name as a contact person in a letter to the company he suggests.
Try to evaluate interviews afterward. This can sometimes be
difficult, since it is possible for an employer to be impressed
without letting on. It is important not to consider an interview
a failure if the job isn't offered. This can happen even if the
interview goes well.
Some suggestions for interviews:
Interviews are generally best when they are exchanges; when both
parties feel as though they have something to offer.
Have a resume handy, even if one has already been sent in.
Try not to act nervous or defensive. Don't criticize or put
yourself down.
Feel free to ask questions, or initiate topics that you have been
thinking about or are concerned about. Write down questions before
the interview—then refer to them.
Don't allow the interview to dwell only on the personal aspects
of your life.
Have a description of yourself and a list of skills and abilities
on the tip of your tongue so that when you are asked to describe
yourself, or tell why you should get the particular job, you have
an answer.
Don't panic if something goes wrong— if you stay calm you have a
better chance of recovering.
Eye contact with the interviewer is important--if you are nervous,
clench your toes.
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Be sure to get a commitment from the interviewer, so you'll
know when to expect a decision. If you do not hear, call and
ask if a decision has been made.
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Sample Interviews—These are composites of many people's experiences
with interviews--they do not represent one person's experiences.
Interview #1
Position—Assistant Manager in a retail store
Employer: Hello, Mrs. Jones. Oh. I see you wrote Ms. Jones on
your application form. Tell me, what does that mean?
Is it a joke? Are you one of those
— (laughs) liberated
women?
Linda: A joke? Not really.
Employer
:
Well, Miss— I mean, Ms. --Jones, tell me something about
yourself. Oh, by the way, do you have a resume?
Linda (thrown) : No, I didn't bring one
Employer Well—never mind, tell me something about yourself.
(Yawns) What kind of experience do you have?
Linda (squirming and self effacing) : I worked in a store while
I was in high school and for a couple of years after
college. I like to sew, garden and I'm pretty good
at selling baby clothes (laughs nervously)
.
Employer Yes, of course. What about your educational background?
Do you have any educational background?
Linda: Well, I don't really have too much--I went to college
for two years, then I dropped out and went to work--
Employer (cutting her off) Now I see that you're married. What
does your husband do?
Linda
:
He's a student. He finishes this year.
Employer Ugh, O.K. And I suppose you'll be starting a family-
soon?
Linda: Well, we really didn't plan on having any children for
a while.
Employer No, of course not, that's what they all say. You go
ahead, spend money for training them, then wham, the
husband gets a job in a new place and they move, or
the wife gets pregnant. Never seen it fail. What
does women's lib have to say to that.
Einda Well, I can't really give you any guarantees . . . but
it seems . . .
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)
Employer: Guarantees, that's what I'd like all right. What does
your husband think about your working?
Linda: He thinks it's O.K. Could you tell me a little about
the job ?
Employer: Yes, the job . . . well, this is a job that involves
a lot of work, a lot of responsibility, not just 9 to
5. Your husband would have to fix his own dinner
.
Linda: I guess he could learn to cook. Would I have to work
Saturdays?
Employer: That's part of the job all right—and supervision
—
you'd have employees to supervise. Have you had any
experience?
Linda : No
.
Employer (stands up): Well, Mrs. Jones, I think this has bean
very complete. You'll be hearing from us soon.
Linda: Thank you. (Funbles with her purse— leaves awkwardly.)
NOTE: In the first skit the employer never gave Linda a chance.
She was put on the defensive from the beginning with the
jokes about women's lib and his attitude of being bored.
The interview goes from bad to worse until finally, the
only thing Linda can say is no. If Linda were not married,
the employer might have asked about a boy fried, and what
his plans are, then discoursed about the expense of training
a girl who then goes off and gets married. If Linda had
had children, the discussion might have centered on
children's constant colds, flus and other ailments and the
difficulty of finding an adequate babysitter. The point
being made here is that Linda is not prepared for any of
these questions and is in the position of being both
unprepared and defensive throughout the interview.
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Position--Assistant Manager in a retail store
Employer : Hello, Mrs. Jones. Oh, I see you wrote Ms. Jones on
your application form. Tell me, what does that mean?
Is it a joke or are you one of those (laughs) women's
libbers?
Linda
:
It means I believe we are all entitled to equal rights.
Employer: Well, yes, don't we all . . . Tell me about yourself.
Oh, by the way, do you have a resume?
Linda: Yes, here you are, do you want a minute to look it
over?
Employer: It's just a formality—for the files really. (pauses)
Linda: You asked me to talk about myself— I've worked in
retail stores for a total of three years, both before
and after I was married, to earn money while I was in
high school and after college I worked full time for
a year. I've had quite a lot of experience. I'm
familiar with inventory and ordering procedures, I
don't mind staying late or working Saturdays. I
like working with all kinds of people and get along
well with people who are a lot older or a lot dif-
ferent from me. I don't even mind dealing with customers
who are upset or angry as I generally seem ,to be able
to smoothe things over pretty well.
Employer: Well, that's something that's certainly a part of
this job, and long hours too
—
you said you didn't
mind that though, right?
Linda
:
Right. I think that if you're going to have an
important job, you have to expect to be there
beyond 9 to 5 if that's what's necessary.
Employer: What about your educational background. This is a
job that usually goes to someone with a college
degree, someone on the way up . . .
Linda I had two years of college and really enjoyed getting
a good liberal arts background. But after two years
it was necessary for me to leave and I really welcomed
the practical experience. I liked learning on the job
and think I'd like to stay in retailing. I see good
possibilities on a long term basis and see this as
a position which, with some hard work, could lead to
other, even better jobs.
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Interview 42 (cont.)
Employer
:
Linda:
Employer:
Linda:
Employer:
Linda
:
Employer
:
Linda
:
Employer:
Linda
:
Employer:
Linda:
Employer:
Linda:
Lonq term, huh—What does your husband
do? I suppose
you'll be planning a family before
long?
Se a reasonabi; long term commitment n return for
this job.
That's just the problem— long term doesn't
mean any-
s ] u
^ t k people on, tram them, then—thing any ’
Thev iea^e . How doe^ your husbandwhat happens. Y ffter hours and on Satur-
a^s-a^er^L^here'would be nights when (laughs)
he'd have to fix his own dinner.
H . s an excellent cook and in all
the years I've known
him I've never thought of asking..
Can we talk some
about the kind of things the gob
entarls?
„ •r.aoorl—ther's a qreat deal of supervision. I
don ' t suppose you've had any
experience as a super-
visor
.
I was in charge of dorm council
meetings . . -
,,
-t-h^t's not exactly what I had in mind.
Some of
No, that lot 0iaer than you and some
f|<I £31*
couraging .
)
position . . .
yo»9 .01..
I'm sure you know that what's important
in a manager
is his style of working
Yes, I agree. (Stands) Now, I'm afraid
you'll have
to excuse me.
Yes, of course. When may I call you?
I'm really
very interested in this job.
Well, we're interviewing quite a few
people, times
being what they are.
Would the end of the week be O.K.?
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Interview #2 (cont.l
Employer: yes. Thank you.
Linda: Thank you. (Exits gracefully.)
NOTE: In this interview, Linda is much more assertive qh •prepared for the firct- . She is
her skills ,„a .b!liS4 “thSrthJ‘"f,d “ "bo“tSh. does mention
KSs
a3
’she
nt that in bei.ejf“hS pe”".„t.ct .. S anticipates the employer's concerns “f n
sne ,ta,efLhf.S“1“S"Ldth;L ,'?;etathf^eI£y . St “d“t -committed. When she feels that at he ls
her personal life long enough she tnkeH^f hf S stressed
all
Ue
is
i0
h';"^
n We talk mo?e
'
ab°ut job^^iicfafter, w at the purpose of the interview is It is 1
IPmmimm-
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SAMPLE RESUME FORM
Name
:
Address
:
Phone
:
Job Objective:
Education : Highest educational level goes first
Honors and awards:
Experience : Most recent first
Note: If you have had different kinds of work experience, some
relevant to the kind of work you want to do now, some not, you
can make two headings--
Relevant Experience:
Other Work Experience:
Note : It is not necessary to distinguish between work you were
paid for and work you weren't paid for.
Note : Under Experience you should include your job title, address
of employment and dates worked. It is not necessary to include
the amount of money you were paid.
You may also want to include a heading called--
Summary :
where you can include any relevant information (additional skills,
travel experiences, foreign languages, personal strengths', that
have not been mentioned. This can also be the place for a personal
statement, should you wish to make one.
or a heading
—
Personal : (height, weight, marital status, etc.)
remember— there are laws against discrimination on the basis of age
or sex.
Note : If you have references on file at a college placement office
list the address at the bottom of your resume, if not, you can say-
References will be furnished on request.
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FUNCTIONAL RESUME SAMPLE
Linda Doe
CAREER OBJECTIVES:
An administrative assistant position offering career opportunity
in management as well as immediate challenge. Am particularly
qualified to make a contribution in Personnel, Affirmative
Action Program Development, International Affairs, Publications.
SUMMARY
:
Am presently a program planner in women's career development at
the University of Massachusetts (Amherst) , and editor of the
handbook "Your Career." Also do P.R. for University's Affirma-
tive Action program. Am 33 years old, have BA, MA and PhD and
a distinguished academic record. Have ability in several foreign
languages, especially Russian. Personal strengths include com-
munication skills, analytic ability, initiatve and great perseve-
rance.
EXPERIENCE:
Administrative : Program planner, Everywoman 1 s Center (UMass),
Task Force on Career Development. Determine needs and plan com-
prehensive services (including counseling, evaluative instruments,
skills workshops, job bank, placement, on-the-job negotiation;
coordinate existing services and initiate new ones; evaluate and
adjust as necessary.
Public Speaking : Have presented technical papers in my field;
speaker for Valley Women's Center; organized workshop presenta-
tions to publicize career services of the Center; seminars on
Affirmative Action, women in non-traditional careers.
Writing : Editor of Everywoman ' s Center handbook "Your Career,"
contributing editor to UMass Affirmative Action handbook for
department heads in Administrative Services, explaining Affirma-
tive Action, policies in violation, compliance procedures. Book
review to appear in Slavic scholarly journal.
Instructing and Counseling : Workshop facilitator. Project SELF,
UMass Continuing Education, "How to Get the Job You Want," 1973-
1974. Career counselor, Everywoman ' s Center, UMass; how to change
fields; resume writing and interview skills. Language teacher,
UMass (Linguistics) 1970-1973; University of Illinois (Russian)
1964-67.
education
:
EA (Russian) Cornell University, Ithaca, New York, 1962.
MA (Russian) University of Chicao, Chicao, Illinois, 1963.
phD (Linguistics) University of Massachusetts, Amherst, Massa-
chusetts, 1974.
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COMMUNITY INTERESTS:
Director, University Women's Club Chorus, 1971, 1973.
Orchestra pianist, Amherst Community Musical, 1973.
PERSONAL STRENGTHS:
Am talented problem solver; energetic; authoritative yet courteous
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Deborah Doe
SAMPLE RESUME
Recent Graduate
Permanent Address Temporary Address (until 5/1/74)
681 Wildwood Street 1 Allen Lane, Some College
Hamden, Connecticut 06517 Anytown, Massachusetts 00000
Telephone
:
Telephone
:
job
objective
• To work on the design of educational toys, games
or instructional materials.
education o SOME COLLEGE ANYTOWN, MASSACHUSETTS
Candidate for the A.B. degree in June, 1974.
Majored in Psychology with strong minor in Studio
Art. Taught art in local second grade classroom
in conjunction with practice teaching course in
Education. Dean's List standing last three
years... Made posters for numerous college organi-
zations and activities. Member of Some College
Glee Club which toured Spain during spring
vacation of junior year.
summer
and
term-time
work
® During summers of 1973 and 1972 worked as sales-
girl at F.A.O. Schwartz. Set up, promoted, and
ran neighborhood play school for ten children of
preschool age during summer of 1971. Preceding
summer served as a volunteer assistant in Head-
start program. Earned spending money during
school year as baby sitter and through designing,
printing and selling greeting cards.
personal
background
and
intersts
© Brought up in Hamden, Connecticut. Attended
public schools and was graduated in upper fifth
of class from Hamden High School. Spent one
summer in Mexico as volunteer with American
Friends Service Committee helping to provide
recreational program for children. Elected to
several class offices in high school. Major
activity was dramatics ... Interest now centered
primarily in pupper-making
,
sila-screening
,
design and layout.
references • References are on file with the Placement Office,
Some College, Anytown, Massachusetts 00000, and
may be obtained upon request.
May, 1974
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SAMPLE RESUME
Older woman who hasn't
worked in several years
JANE SMITH
312 Arrc w Street
Bowland, Massachusetts 01413
617/511-0021
Job Objective : Administrative assistant position using back-
ground in community affairs and experience in education and
local government.
Experience :
Community Related 1968-present
Coordinator—Speakers Bureau
League of Women Voters
Amherst, Massachusetts 01002
Responsible for locating and contacting speakers, arranging
details of speaking engagements, payments, etc. Researched
local personalities involved with current issues relevant to
organization and members.
Chairperson—Fund Raising Committee
Community Chest Campaign
Planned and coordiantea fund raising campaign. Responsible for
public relations: communication of campaign events to local
radio, TV and newspapers, liason with personnel and payrolls
departments to facilitate direct contributions from employees,
contact with local merchants who matched funds.
Education Related 1970-1975
Elected Member—School Committee
Bowland, Massachusetts
Attend school committee meetings, have knowledge of issues
connected to current trends in education. Knowledge of budget
and finances, issues related to school administration.
Parent Coordinater—Center for Special Help
Jr. /Sr. High School
Ackland, Pennsylvania
Liason between parents and guidance department. Organized a
group for people with children with learning disabilities/
special needs. Organized speakers, consultants, scheduled
parent/counselor meetings, met with psychologists.
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Teaching Experience
—1964-1967
Reading Specialist
Ackland Elementary School
Worked with younger chifJren
®"n ®ylv*n
j
a
Developed individualized curriculasf
60131 readlng Problems.
Education : B.A. Special Education
University of Massachusetts
Amherst, Massachusetts 01002
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SAMPLE RESUME
Non-College
Jane Doe
61 Hillcrest Avenue
Troy, New York 00000
555-1212
CAREER OBJECTIVES: A position as supply assistant leading
ultimately to a career as purchasing director for a national
company. Can contribute in the areas of purchasing, supplies,
marketing, and distribution.
SUMMARY: As presently employed in supplies office of administra-
tive services of the University of New York, responsible for
inventory control, data gathering, stock ordering, bid evaluation
on all supplies for University offices, with an annual budget of
$850,000. Previously have been a sales representative for
Doncaster Fashions (self-employed) grossing $12 , 000/year . Have
seven years business experience including bookkeeping and office
management. Am energetic self -started with strong analytic
ability and excellent communications skills.
EXPERIENCE:
Director
,
supplies office University of New York, Troy, New York,
To 7 3 Inventory control, university-wide data gathering; oirected
ordering
,
purcha sine
,
receiving and evaluation of bids for office
supplies of $850,000 per year.
Sales Representative
,
Doncaster Fashions, New York City, 1968-
1970. As independent sales rep, I promoted the product, solicited
business, custom-fitted and sold made-to-order better dresses.
Handled accounts
,
orders grossing $12,000 per : year.
Office Manager
,
Bronx International Widget Company, 1945-1952.
Started as secretary-bookkeeper, rose to office manager
,
super-
vised eight clerical workers in strong company with annual saies
Of $1,000,000.
EDUCATION: DeWitt High School, Commercial Course
,
Bronx, NY, 1945
PERSONAL STRENGTHS: Am energetic, highly motivated self-starter
with extensive experience in business, strong analytic ability
and tremendous drive.
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LETTER OF APPLICATION WHEN A POSITION IS AVAILABLE
78 Harvard Street
Cambridge, MA 01038
June 5, 1974
Ms. Sara Hunt
Department of Microbiology
Children's Hospital
Boston, MA 01987
Dear Ms. Hunt:
Enclosed please find a copy of my resume. I wish to apply for
the position of Laboratory Technician, as advertised in lastSunday's Boston Globe
. I feel that I am a strong candidate forthis position, since in addition to my training in microbic] ogv,
I have had a great deal of experience in working with children".
”
I am the eldest of a large family, and as such have alwavs had
some responsibility for my younger brothers and sisters and I
contributed to the cost of my education by babysitting steadilv
throughout my four years at the University of Massachusetts. I
also volunteered in a local hospital for two years, and spent
the greater part of that time working on the children's ward.
I found that I enjoyed the work and was able to relate well toboth the children and the hospital staff. My duties included
supervising play periods, devising games, arts and crafts,
making sure things ran smoothly.
I should be most eager to arrange an interview at your earliest
possible convenience. I can be'reached at the above address and
my phone number is 866-9937. I look forward to hearing from you.
Sincerely,
Jane Doe
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LETTER FOR AN UNSOLICITED APPLICATION
Dwight Hall
University of Massachusetts
Amherst, MA 01002
April 14, 1974
Ms. Sara Hunt, Head
Department of Microbiology
Children's Hospital
Boston, MA 01987
Dear Ms. Hunt:
Enclosed please find a copy of my resume. I wish to apply for
the position of Laboratory Technician, should such an opening
occur in the near future. I was referred to you by Mr. Allen
Fox, at my college placement office, who felt that Children's
Hospital would be an ideal place for me to work. In addition
to my training in microbiology, I have had a great deal of
experience in working with children. I have contributed to the
financing of my education by babysitting and have worked several
hours a week with children in a local hospital for the last two
years. I found that I enjoyed the work and was able to relate
well to both the children and the hospital staff.
Although my home is in Amherst at the present time, I plan to
be in Boston permanently after May 25, 1974. I would be most
interested in arranging an interview at your earliest convenience,
if there is any possibility of a position. I can be reached at
the permanent address listed on my resume, but will contact you
shortly after my arrival. Thank you for your attention.
Sincerely,
Jane Doe
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.
LETTER FOLLOWING AN INTERVIEW
45 Yellowstone Boulevard
Cambridge, MA 09876
June 5, 1974
Hr. Alan Gill, Chairperson
Department of Languages
Amherst Regional High School
Amherst, MA 01002
Dear Mr. Gill:
Thank you very much for our interview of May 24, 1974. I enjoyed
meeting yon and seeing a bit of Amh-.rst High. I feel that we
share some of the same concerns about language education and
its place in today's world. I feel that more research needs to
be done into possible careers for language majors, as lack of
this information is sure to be a deterrent to student interest.
To my knowledge, there is no recent information about this
available to high school students at this time.
I think it expedient to tell you that I am still very interested
in the position we discussed, and feel that a significant contri-
bution I could make to your staff would be to research some of
the above information, so that it could be integrated into the
curriculum. As I am going on vacation in two weeks, I am eager
to finalize my plans for the coming academic year. I should be
most happy to know, as soon as a decision has been made.
Sincerely
,
Jane Doe
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Resumes and Interview Module Notes
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JOB SURVIVAL AND OUTWARD MOBILITY MODULE
Goal
To introduce the concepts surrounding job
survival and outward mobility to participants
who are seeking these.
To offer, for consideration, various suggestions
participants may wish to experiment with in order
to acquaint themselves with the concepts.
JOB SURVIVAL AND OUTWARD MOBILITY MODULE
There are several factors which appear to influence job sur-
vival and outward mobility. (Outward refers to movement in general,
not to geographic mobility.) Some of these factors include:
1. Understanding what you want and how to get it. Goal
setting—strategy implementation.
2. Self Improvement—Do I need it? What about personal
growth?
3. Retraining and Re-education—Do I need it? Will I have
to do it in the future?
4. Getting along with supervisors and people under you—
Building respect, being fair, being consistent.
5. Being Assertive—making known what you need and want,
openly and honestly without taking advantage of others.
6. Mobility—geographically and within the work setting
(horizontally and vertically)
.
7. Knowledge of your Rights—Work discrimination, i.e., equal
pay, benefits, job opportunities, etc., as they pertian
to sex, age, race, ethnic background.
8. Fear of Failure and Fear of Success—What happens when
these work in conflict with each other?
9. Risk Taking—Willingness to try or gamble on new
adventures
.
10. Knowledge of when to leave a position—Awareness of
being "boxed in"—Promotion ladders, are people being
moved around, or brought in from the outside to fill
positions you should be considered for?
11. Ability and interest levels needed for specific kinds of
work. Do you have them?
12. Role Juggling—successful meshing of multiple roles,
i.e., worker, student, wife, mother, community helper, etc.
13. Use of Chutzpah.
14. Job Creation, Job Negotiation—Development of your own
job or position to fit your needs.
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JOB SURVIVAL AND OUTWARD MOBILITY MODULE
Self-Improvement
This is an individual participation exercise to help you
explore ways of keeping a job or career position which you may
or may not be in danger of losing. This can also be beneficial
to those women who are preparing to enter the work force.
1, First plan to sit down in a quiet location (without dis-
traction for about 30 minutes. Have a pencil or pen handy.
2. Read over each of the following topic headings and sub-
headings thinking about your ideas and values concerning
each.
A. Do I know what my job description and its responsi-
bilities are?
B. Do I understand where I fit into the total picture
of this work environment? (Chain of Command?)
C. Did I get an adequate orientation and job taining?
D. What about my previous education and training?
a. Can I use these on my present job?
b. Am I able to adapt to the new approaches? Am
I flexible?
c. Am I aware of the current needs and expectations
of my position?
E. Am I mature, dependable? Do I give that little
extra?
F. What about my appearance? (The way others see you.)
a. Are my work attitudes positive, for this position
and working in general?
b. Is my phisical presentation appropriate for this
position? Consider your dress, manners, speech
and language, general health, grooming practices
and superficial trimmings—hair style, make-up,
shaving your legs, false eyelashes, etc.
c. If the company has dress and behavior codes, how
do you feel about them? Do you follow them, break
them, or advocate change of them?
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G. What is the level of interest in my work—high,
medium, low? Do I take pride and satisfaction in
what I produce? What would increase my level of
satisfaction?
H. Do I get along and work well with my subordinates,
equals and superiors? Can I put myself into the
other's position in order to evaluate a situation
objectively?
I. How can I become a more valuable employee? Am I
willing to contribute, verbally and actively, if
I feel it is important to a situation while at the
same time remaining myself?
J. What aspects of my job can I change? What would make
my work more challenging?
K. Am I prepared to accept more responsibility?
L. What would make me more interested in my work and
increase motivation?
3. Next, take a few seconds and familiarize yourself with the
following sheet, JOB SURVIVAL AND OUTWARD MOBILITY MODULE
,
showing the two columns, "How I Stand Now” and "Immediate
Changes I Can Make."
4. Now go back to the first topic heading and re-read it. Make
some brief statements under the headings on the paper which
concern how you feel you stand. Try to be honest with your-
self when considering the "Changes" column. Unless you con-
sider that you have exhausted all the avenues to learn more
about each of the areas concerning your work, try to think of
ways you can increase your knowledge and skills relating to
each topic. For example:
"How I Stand Now"
I've never seen a copy of my job description.
I think I know all the duties of my job but some days
I'm not sure.
I have a specific job title.
My salary is fair to poor.
" Immediate Changes I Can Make "
See the Personnel Manager for a copy of my job descrip-
tion. If there is none on file, get the Manager to
write one.
If I'm doing more than the job description calls for,
see about getting a raise. If I'm doing less, see
if I can learn the other work.
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5 . The next part of the exercise is an extension of yourself.
Plan to work on one of your "changes" each week. If you
are not satisfied with the outcome by the end of the week,
pursue it/them for another week. Keep in mind that some
outcomes can never be totally satisfactory and some will
take weeks to accomplish. Working on two at. a time can
keep you from getting discouraged.
6. Keep the list near your work area on your job. As you work
on the changes or want to add to the columns, this gives you
easy access. Check things off as you go along.
7. When you do complete, to your satisfaction, any of the
changes to be made, reward yourself that day with something
you like to do— to eat—or perhaps share the triumph with a
close friend so they can share your success too. This
encourages and supports you.
8. Keep at the process as it will add to your growth and
strength in your job or career position.
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JOB SURVIVAL AND OUTWARD MOBILITY MODULE
" How I Sta nd Now " " Immediate Changes I Can Make"
\
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JOB SURVIVAL AND OUTWARD MOBILITY MODULE
Outward Mobility
This self awareness exercise is designed for the employed
woman who is interested in the factors related to outward mobil-
ity. By considering each of these questions and giving them
your personal treatment, you will become aware of those factors
related to outward mobility as they apply to your job or career.
For further awareness, have several friends answer the same
questions (for themselves) along with you and discuss your
answers with each other.
1. Do I like what I'm doing?
2. Have I explored the related positions to my job? ’
3. Am I aware of what others are doing around me?
4. What are the possible job or career alternatives or openings
available to me right now? Have I bothered to find out or i
let someone know I'm interested in finding out?
5. Is there an area I could move into which would be good for
me in terms of my goals, interests and future expectations
within the current work setting (company) or within another
one?
6. Exploration of your self concept:
a. Can I really picture myself in a particular work ;
role advanced from what I am doing now? (If you
can, describe it. ) ,
b. Do I like to be in charge of situations, others,
etc.? Why?
c. Do I like working directly under someone? Why? !
7. Causing it to happen for yourself:
a. Develop a Plan of Action to enable yourself to
move into an advanced position. Be sure to get
the facts. Know whom to contact.
b. Speak up. Let someone (persons who can help you)
know what you are thinking. Describe your self
image to these persons. Who would these persons be •
for you? i
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c. Get into action. Make the necessary arrangements
in terms of training, education and anything else
you may need to make the change profitable for both
yourself and employer.
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JOB SURVIVAL AND OUTWARD MOBILITY MODULE
Retraining and Re-education
The U.S. Department of Labor, after several studies, has
reached the thought-provoking conclusion that each of us will,
perhaps out of necessity, change our occupational roles at
least five to seven times during our lives. This is due
-
to
several causes: first
,
as technology becomes more sophisticated,
it also requires more highly skilled people to maintain and
advance it. What we are trained for today may be obsolete five
years from now. Second, with high importance placed on certain
jobs, excessive labor pools of trained people may be created who
later find themselves unemployed. This overproduction situation
recently occurred with aerospace workers and teachers, among them
many women who had been encouraged to follow traditional educa-
tion routes. Women who majored in psychology, languages, litera-
ture and philosophy, fields mainly applicable to teaching careers,
now find themselves without "saleable skills" in the job market.
Third, what interests us at age twenty may not interest us at
thirty or forty, and so we seek change.
In order to be prepared for change of occupation, regardless
of the cause, you should stay alert to developments in your
field and in the economy in general. Here are some suggestions:
1 . Keeping up in Your Field
a. Continuing Education
—Brushing up on skills. These become rusty when
not in use.
—Reading current literature. Know where to find it.
--Attending seminars, conferences, professional meetings.
—Membership in professional groups.
b. Utilizing the Options Around You
—In-service training, learning other jobs.
—Attendance at department and company meetings.
A wealth of knowledge can be obtained this way.
—Serving on special committees within the work setting.
2
. Retraining and Re-education
a. Dual Careers—Getting trained in a vocational skill so
you have a means of supporting yourself
while you develop a special interest
* skill or occupation.
b. Awareness of the changing work roles and needs of
society. Are you going to be prepared for those
new needs?
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3. Contingency Plans in Case You Drop Out of the Work Force--
Marriage and/or children, long-term illness, travel, e tc.
a. Part-time employment in your field.
b. Taking courses on a part-time basis related to
your area.
c. Keeping well-read in your field.
d. Membership and participation in professional and
supportive groups.
85
MLPCD Program
JOB SURVIVAL AND OUTWARD MOBILITY MODULE
Job Negotiation
Actual Case History
—Woman in her late 20' s.
—Married with a daughter aged three.
—Completed two years of college.
—Made the decision to go to work outside the home.
—Obtained a clerk/bookkeeper position at a local bank.
—During the first year her duties were numerous and varied and
her department was very busy. The economy then went into a
slump and the everyday work load in the bank dropped off.
Parts of many days she sat idle, looking busy.
—She also thought about going back to finish her college degree
and there were times she wished she could spend more day-time
hours with her daughter.
— If she seriously considered college again, she would need the
extra money from her job.
— She decided to "negotiate" for a permanent part-time job to
suit her needs.
—The plan was put together and she presented it to the Vice
President of the bank.
—Negotation consisted of offering her services one-and-a-half
weeks (full-time) each month to close the books at the end of
each month in her department. An increase in salary on a per-
hour basis was also asked for at this time.
—The negotiation was accepted.
—The hours she would normally have worked on the full-time basis
would now be free for her to pursue her studies and spend more
time with her daughter.
The Question
How does one go about negotiating a job? Or, in other terms,
how do you "Invent the future to suit your needs?"
The Technique
1. You must first get hired into a job area which suits your
interests and qualifications.
2. You should then go about proving your worth to this em-
ployer before negotiations can take place. Sometimes
worth at a previous job can be satisfactorily displayed
or proved to the new employer, i.e., references, port-
folios, followings.
2. Your credentials, trustworthiness dependability, etc.,
ought to be first class.
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4. You should be up-dated and knowledgeable in the specific
area in which you are working.
5. When you really feel worth has been demonstrated to your
employer, you are ready to start negotiating. Sometimes
this may take only a few weeks, sometimes many months.
Occasionally it can take place at the onset of the job,
6. Before approaching the President, Vice President, Division
Manager, or Department Head (start at the top--Personnal
Directors can seldom make these special types of decisions),
be sure you:
a. Know exactly what you want for yourself.
b. Have all the facts and figures needed to convince
them of the credibility of your plan.
c. Present the plan in a pre-schedule (make an appoint-
ment) relaxed atmosphere, preferably in your territory
or work area without interruptions.
d. Use a convincing and persuasive delivery of your ideas
on what your job should consist of. (Practice it
several times in front of the mirror ahead of time.)
e. Anticipate questions which may be asked and have your
answers and data ready.
f. Be willing, if asked, to present your idea to higher-
ups if others must help in making the final decision.
7. Make your employer feel they can't do without you by pointing
out the difficulties they may find in trying to replace you,
the expense of retraining someone new or remind them how well
your last project or assignment turned out. If it's a first
job you are creating, sell them on your credentials and what
you can do for them.
8. Point out also that you have personal as well as career ex-
pectations which need to be met. In some jobs a change in
the job format or conditions could mean more creative and
better quality productivity when given personal time to
develop them.. It might also mean less cost to the employer
in terms of not paying you when you aren't actually at the
place of employment. (This works well with free lance
writers and artists.)
9. Be sure to bring in the points about how society's atti-
tudes, job expectations, and amounts of leisure time are
changing within the culture. (Be careful with this one.
Don't turn off your listener.)
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10. Be confident in knowing what will benefit you the most
in terms of your life alternatives and choices.
11. Take the chance and ask. It is highly unlikely that if
your proposition is turned down that it will result in
your getting fired. Sometimes it takes people a period
of time to think about your plan. Don't get discouraged
if you have to wait for an answer. Employers rarely let
people go who are doing some thinking beyond their jobs.
Anything new is a gamble.
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JOB OR CAREER CREATION
Recently there has been a great deal of discussion about
matching skills and interests to jobs which fit personal criteria
to help insure that people's jobs, occupations, or careers are
satisfying and rewarding to them. When we hear of people who
"love" their work, this matching process has probably taken place
either consciously or unconsciously. Sometimes because of our
restricted geographic locations, limitations on past training,
education levels, or whatever, the established work positions
which are available to us are not the ones which fit any of our
interests and/or skills. They are many times distasteful, boring,
under paid, and usually "dead end". One possible solution to this
situation, and an especially good one for women, is Job Creation.
Job Creation is basically a matter of assessing one's own interests,
talents or skills and looking around to see how these can be
turned into services or toward producing products or services
which are needed by others--single persons, companies, institu-
tions, communities, cities, etc.
John Crystal, a famous human development specialist at Crystal
Management Services, believes that there is a job for anyone who
has some skills and really wants to do something. He suggests
that once you figure out what you really like to do, have sur-
veyed the field (discovered what services and products are needed)
and made proposals to prospective employers, you are on your way.
His philosophy is, "Don't look for a job. Instead, match your
skills to prospective employers' needs."
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Job Creation is not as difficult as it sounds. Many persons
have started their careers in this manner and are listed among
those who are viewed as sucessful in life - the key of course is
that they are doing work which they enjoy, fits their values, and
allows them freedom. Take the initiative. Try it.
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Job Survival and Outward Mobility Module Notes
?1
BRINGING IT ALL TOGETHER MODULE
Goa
1
To provide a summary of the Career Development
Process . .
MLPCD Program
BRINGING IT ALL TOGETHER MODULE
The "ME" Recap
Go through the previous Modular Instruments you have completed and
select out any important (to you) information you wish to review.
List any items which you discovered about yourself, i.e., feelings
you uncovered, attitudes, new awarenesses, clarified values, old
and new interests, reawakened fantasies, inventory or test results,
etc
.
Life Planning Module Decision Makino. Modul e
Self Analysis Module Work Values Module
Attitude Awareness &
Behavior Changes
Goal Setting Module
Any Other Information Inventory Re sults.
JifjM
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Bringing It All Together Module Notes
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Definitions
Work
:
Conscious effort, other than activities whose pri-
mary purpose is related to either coping or relaxa-
tion, aimed at producing benefits for oneself and/or
for oneself and others.
Career
:
A course of actions or events. A life long process.
A succession of occupations, jobs, vocations, non-
paid work experiences, study, etc., or any combina-
tions .
Occupation
:
A specialized area of work concentration usually
requiring a specified study and/or training
period
.
Job
:
Doing a task with or without rewards. Sometimes
thought of as temporary or short term. May or may
not require special skills.
Life
Planning
:
The mental and physical process of setting and work-
ing toward certain goals. Planning and working out
stragegies in life. Thoughts and activities may be
conscious or unconscious.
Career
Development
:
A conscious effort to investigate career related
possibilities. To unfold, seek, and make use of
available related resources. To learn skills,
strategies and new information as it relates to
occupational selection and/or other career related
activities
.
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taken in a group
taken one-to-one
EVALUATION OF MLP/CD PROGRAM (Participant)
Were your Personal Program Goals, set at the begining of the program,
met? Yes No
To what degree did you consider the Modular Program (process) helpful
in terms of learning more about yourself or gaining information? Please
check the degree of helpfulness in each Module.
A Great Some Very Didn't Cover
Modules Deal Little it
Life Planning
Self-Analysis
Attitudes & Behaviors
Values Clarification
Goal Setting-Short & Long Term
Career Investigation
Decision Making
Resumes S, Interviews
Job Survival & Outward Mob.
Bringing It All Together
If you had some frustrations concerning your own Life Planning & Career
Development before you took the Modular Program, how would you describe
the frustration level?
Very Moderately Moderate Moderately Very
High High Low Low
Didn't have any Never thought about it
What is it now, having taken the Modular Program? Don't have any
Very Moderately Moderate Moderately Very
High High Low Low
How would you describe your understating of the Modular Process, ie could
you put yourself through the total process by yourself at a later date?
Very good Good Under- Fair Under- Poor Under-
Understanding standing standing standing
Were you able to set some future Life Planning and/or Career Goals (things
you intend to do when you leave here) as a result of this program?
Yes No
Would you recommend this program to other women? Yes No
What could you suggest for making the experience better for you or in
helping us to present the program to others in the future? Other comments?
lease use back side if needed.
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APPENDIX d
PERSONAL PROGRAM GOAL SETTING SHEET FOR COURSES
Please write down what you would like to accomplish in this course.
If this is too difficult to do, write the reasons why you came here to
this Life Planning and Career Development Program. Keep in mind the
length of the course.
General Goals:
Roadblocks: (Do you anticipate anything which may get in the way of
your reaching these goals. If so, please list.)
Evaluation
: (Later, toward the end of the course you will be asked
to check and see if you did reach or obtain the goals
you listed.)
Please answer the following question.
If you have some frustration concerning your own Life Planning and
Career Development at this time, how would you describe the level?
Very High Moderately Low
_____
Moderately High Very Low
Moderate Don't Have Any
2PERSONAL PROGRAM GOAL SETTING SHEET FOR WORKSHOPS
Please write down what you would like to accomplish in this workshop.
If this is too difficult to do, write the reasons why you came here to
this Life Planning and Career Development Program. Keep in mind that
this is only a short-term experience.
General Goals:
Roadblocks: (Do you anticipate anything which may get in the way
of your reaching these goals. If so, please list.)
Evaluation
: (Later you will be asked to check and see if you did
reach or obtain the goals you listed.)
Please answer the following question.
If you have some frustration concerning your own Life Planning and
Career Development at this time, how would you describe the level?
Very High Moderately Low
Moderately High Very Low
Moderate Don't Have Any
3PRE-TEST ON GENERAL AND CAREER DEVELOPMENT INFORMATION
NAME:
ADDRESS:
TELEPHONE
:
WHAT ROLES DO YOU ASSUME?
Student Volunteer
Wife
Mother
Paid Worker
MARITAL STATUS : AGE :
Single Under 20 41 - 45
Married 20 - 25 46 - 50
Divorced
__
26 - 30 51 - 55
Separated
___
31 - 35 56 “ 60
Widowed
___
36 - 40 Over 60
Other
EDUCATIONAL BACKGROUND: CHILDREN:
Grade School None
High School 1
High School Equivalency 2-3
Some College or Training 4-5
Two Year College Graduate More Than
Four Year College Graduate
Some Post Graduate Work
Graduate or Professional Degree
5
Please list your paid and unpaid work experiences.
Please list any honors, special recognitions, or interests.
What are your future career plans?
[This evaluation instrument is a draft only. Program Developers may
wish to make modifications and/or pilot test the instrument before
using it in their settings.]
PRE TEST-GENERAL AND CAREER DEVELOPMENT INFORMATION
Please answer the following questions by filling in the blanks, circl-
ing the appropriate "T" or "F"
,
or checking the best responses under
the multiple choice questions. Give brief responses to open ended
questions
.
1. Approximately % of all women are in the labor force today.
2. Which of the following items are true for many women.
_
They fear success.
They avoid conflict at all costs.
The compete with other women, particularly for men.
They are oriented to failure.
They need approval from men.
They get most things they want by manipulation.
3. The most common work pattern of women is:
They enter the work force and stay until retirement.
They do not enter the paid work force at all.
They drop in and out of the work force throughout life.
They work before marriage in the work force, then
drop out permanently after marriage and/or having
children.
4. (T - F) Most American women will probably never have to work
at a paid job out of economic necessity.
5. Name five occupational fields that are considered non-traditional
for women to enter. Why do you think women rarely go into these
fields?
6. One out of families is headed by a female wage earner.
7. If a woman marries, she will probably work at a paid job an
average of:
50 years
25 years
2 years
12 years
58.
What is female tokenism?
9.
What is the difference between passive, assertive and aggressive
behavior?
10. What makes men think and say they don't want to work for women?
What is the most common reason cited in the readings and research?
Men think women are too bossy.
Men think women are poor managers.
Most men have never worked for a woman and don't know
what it's like.
Men say it would cause a loss of their masculinity.
11. If many women are not benefitting from psychological analysis,
therapy, and some types of counseling, why do you think this is
so?
12.
What is the most common problem and probably one of the most
restrictive to mature women returning to school and the job
market?
13. In the studies and research, women are shown to be more
oriented while men are more oriented.
14. (T - F) The U. S. Government is more fair to women employees
than private business and corporations.
15. When and how do women learn dependency as a part of their lives.
16.
(t - F) Rewards from working at paid jobs—insurance coverage,
paid vacations, pension plans, subsidized education
and training—are currently the same for men and women
employees, because of equal opportunity and affirmative
action plans.
- fi-
ll. What percentage of women in the U. S. will marry at some time?
30% 10% 50% 80% 95%
18.
In what ways do you think the work that women do in this society
is seen as less valuable than the work that men do. If you think
the work is valued equally or women's is valued higher, please
state why.
19. percent of full-time women workers earn $15,000 or more
annually.
20.
What is the reason cited as to why women most often "quit" their
jobs?
_
They don't earn enough money to make it worthwhile.
There is a lack of child care facilities.
_
Their husbands (or boyfriends) want them to quit.
They are usually confined to monotonous and non-
challenging work.
_
They move to a better job.
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. Historically, women were the first
_
Doctors
__
Food Processors
Clothing Manufacturers
_
Educators
Chemists
Agriculturists
Bankers
Artists
Architects
22. What types of temporary leaves (absences) from work do women
take? Give two examples.
23. What types of temporary leaves (absences) from work do men take?
Give two examples.
23. Women hold the highest percentages of jobs in what occupational
fields? Give three examples.
Men hold the highest percentages of jobs in what occupational
fields? Give three examples.
Which fields do you think earn the highest salaries and require
the longest schooling and training periods? Give three or four
examples
.
The following terms represent some roles people play in their
lives. Arrange the roles in a sequence you think might apply to
first, a woman, and then second, a man. The sequence should
represent the order you think the roles take place.
{
Marriage or
Non-Marriage
THE WOMAN THE MAN
Do you think either the man or woman have a choice on the sequence
of their roles or do you think the sequence is more or less locked
in by society's expectations? Do you think one has more choice?
The "gap" between men's and women's salaries is
•
From the following groups, who earns the lowest median incomes:
Black Males
_
Black Females Which group earns the highest?
_
White Females
__
White Males
(T - F) Generally, the less education a woman has, the more likely
she will be in the labor force.
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31.
What is a long-range career goal? Define generally.
32.
Define the term "life planning". Is this a conscious or uncon-
scious activity?33.
Place an "X" on the scale which would most accurately rate your
frustration level concerning your career development at this
time. No. 1 equals little or none, No. 7 equals very high.
1 2 3 4 5 6 7
34.
Career Development is:
_
A disciplined process
_
A sequential set of stages or phases
_
A series of knowledge and skill learning experiences
All of these
35.
(T - F) The definition of a job usually refers to work which is
relatively short-term in duration. It may or may not
require special schooling and/or training.
36. (T - F) The definition of an occupation is usually defined as a
specialized type of work which requires specific kinds
of education and/or training. It is considered of longer
duration than a job.
37. (T - F) The definition of a career is course of action or events.
A life-long process-succession of occupations, jobs, non-
paid work experiences, study, and leisure time activities
38. (T - F) Personal and work values a person holds probably play the
largest part in deciding what occupation(s) one will
choose to work at.
39.
What are the important steps or parts of a career planning pro-
gram? There are no set number. Add extra lines if you wish.
940.
Why do you think doing a self-analysis is an important part of
the planning process? Or why do you think it is not?
41.
Write an example of a short-term goal you might set for yourself.
42.
Name at least eight factors which could have an influence on a
person's career choices.43.
What is a "Roadblock" or "Barrier" to a career goal?
44. (T - F) Finding and using a workable (for you) decision-making
process is essential to life planning.
45. A resume is
An interview is
46. What is a "Stock Resume"?
47.
To whom could Job Negotiation and Job Creation be particularly
useful?
48.
List four sources or locations where you can find job, occupa-
tional and career information, locally and nationally.
LOCAL NATIONAL
- 10
49.
What is the best way for a woman to respond to an illegal ques-
tion asked at an interview?
50.
List several people a young girl might be exposed to who could
act as positive career models for her.
51.
What are some specific things a person can do to complete an
occupational search for themselves?
52. How important do you feel it is for a woman to get some career
planning?
Not important at all. Women will end up getting
married and having children and not work (or work
very little) at a job for pay.
Somewhat important, in case she has to support
herself and/or others someday.
Quite important, as many women stay single or
want a career in addition to marriage and a
family today.
Very important, since most women will need or want
to work for pay at least 25 years (or more) during
their lifetimes regardless of their marital or
family situations.
53. (T - F) Attitudes and behaviors learned from childhood can be
relearned and changed if the person is aware of them
and is willing to change.
54. Overall, how do you feel after taking this Post-Test?
I feel I didn't know anything.
I feel I knew a little bit.
I feel I knew quite a bit.
I feel I knew most of the information asked.
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55. Write a "Fantasy Story" about your life in the future if you
could do and be anything or anyone you wanted. There are
absolutely no limitations.
12
POST-TEST INFORMATION ESSAY
A close woman friend of yours has consulted you in helping her to plan
out a life style which will include seeking out a new occupation
resulting in a paid job. She is aged 45 and had two years of college
when she was younger. Since you have just completed a Life Planning
and Career Development Program for women, what could you tell her?
You might wish to organize your presentation by thinking about the
following areas
:
Life Planning Attitudes and Behaviors
Values Clarification Goal Setting
Decision Making Resumes and Interviews
Job Survival and
Outward Mobility
Occupational
Investigation
Self Analysis and
Skill Assessment
Review and Evaluation
[This evaluation instrument is a draft only. Program Developers may
wish to make modifications and/or pilot test the instrument before
using it in their settings.]
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__
To start selecting alternatives and choices to personal
situations
.
To become motivated, committed, and actively prepare
assignments and projects for class.
To participate in discussions, share and respond to read-
ings, instruments, personal experiences, and lectures.
To begin sorting out, accepting, denying, protesting and
arguing content material.
To begin to conceptualize (form some images of) personal
values by organizing, revising, and completing work —
readings, assignments, verbal participation, writing
papers
.
To seek feedback from peers, family, instructors, others.
To begin to manage and resolve personal conflicts, plans,
etc.
What have you particularly liked about the program so far? What have
you disliked about it? What would you like to have added, removed,
or changed?
[This evaluation instrument is a draft only. Program Developers may
wish to make modifications and/or pilot test the instrument before
using it in their settings.]
Knowledge
and
Understanding
of
the
Environment
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SELF DIRECTION GRID
_^High Self Direction
9
8
7
6
5
4
3
2
1
0 123456789 10
Self Management Scale High
[This evaluation instrument is a draft only. Program Developers may
wish to make modifications and/or pilot test the instrument before
using it in their settings.]
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MID-PROGRAM CHECKLIST
General Goals for First Half of Program :
1. To provide an atmosphere and learning environment where
women can review, reflect on, and begin to select alterna-
tives for planning their lives and developing their careers.
2. To expose women students to a wide variety of factual as
well as philosophical and theoretical information on Life
Planning and Career Development for women.
3. To provide experiences to raise personal awareness levels,
provide help in clarifying values, and encourage personal
strategies for decision making as a means toward maturation
and self-management
.
General Objectives :
Please code the following objectives the way you think you
experienced them. Use the prelisted codes below.
-0~ Not one of my objectives for this part of
the course.
0 Not obtained but would like to have.
\J~ Obtained somewhat but not as much as I
expected
.
\/ Obtained what I expected.
Obtained more than I expected.
To raise personal awareness levels (attitudes and behaviors)
concerning women in the society.
To accumulate examples of ideas, models, theories, facts,
etc.
,
on the Life Planning/Career Development of women.
To encourage individual and group responses (myself and
others)
.
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MODULE RECAP CHECKLIST
NAME: DATE:
NAME OF MODULE:
1. Has this module provided you with useful information or helped you
to become more knowledgeable of your environment?
YES NO
2. If it has, please state how it has been useful and/or helped you
to understand your environment. If it hasn't helped, please state
why you think so
.
3. Has this module helped you in any way to gain more personal con-
trol or allowed you to manage your attitudes and behaviors better?
YES NO
4. If it has, please explain how? If it hasn't, please explain why
you think this
.
5.
Plot the total effectiveness you feel the module had for you on
the Self-Direction Grid. Be sure to consider both dimensions
Knowledge and Understanding of Your Environment and Self-
Management .
[This evaluation instrument is a draft only. Program Developers may
wish to make modifications and/or pilot test the instrument before
using it in their settings.]
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POST PROGRAM EVALUATION
NAME
:
TAKEN IN A GROUP:
TAKEN ONE-TO-ONE:
How well do you think your Personal Program Goals, set at the begin-
ning of the program, were met?
All Were Met
Most Were Met
Some Were Met
Were any of your original goals modified or changed during the pro-
gram? If yes, please describe.
A Few Met
None Met
To what degree did you consider the Modular Program helpful in terms
of learning more about yourself, gaining information, or acquiring
more self-direction? Please check the degree of helpfulness in each
Module
.
MODULE A GREAT DEAL SOME VERY LITTLE DIDN'T COVER IT
Life Planning
Self-Analysis
Attitudes and
Behaviors
Values
Clarification
Goal Setting
—
Short and
Long Term
Career
Investigation
Decision Making
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MODULE A GREAT DEAL SOME VERY LITTLE DIDN'T COVER IT
Resumes and
Interviews
Job Survival and
Outward Mobility
Bringing It All
Together
If you have some frustration concerning your own Life Planning and
Career Development after taking the Modular Program, how would you
describe the frustration level?
Very High Moderately Low
Moderately High Very Low
Moderate Don't Have Any
How would you describe your understanding of the Modular Process; i.e..
Could you put yourself through the total process by yourself at a
later time?
Very Good Understanding Fair Understanding
_____
Good Understanding Poor Understanding
How well were you able to get some future Life Planning and/or Career
Goals (things you intend to do when you leave here) as a result of this
program?
I have set 5 or more
_____
^ have set 2-3
_____
I have set 3-4 I have set one
Would you recommend this program to other women?
YES NO
What could you suggest for making the experience better for you or in
helping us to present the program to others in the future? Other
comments?
[This evaluation instrument is a draft only. Program Developers may
wish to make modifications and/or pilot test the instrument before
using it in their settings.]
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COVER LETTER FOR SIX MONTH TO ONE YEAR FOLLOW-UP
OF THE MODULAR LIFE PLANNING/CAREER DEVELOPMENT PROGRAM
Date
:
Dear (Participant) :
We, (whoever is doing the follow-up), are conducting an evalua-
tion of the Career Development (course, workshop, seminar) you recently
completed at (wherever it was held) As a former participant in
the Modular Life Planning/Career Development Program for Adult Women
(give specific program name and date)
,
you were asked, in the
Goal Setting Module, to write down some short and long term goals
(things you intended to do when you left the program) . Enclosed you
will find copies of your Short and Long Term Goal Sheets showing your
stated goals and a questionnaire. Would you please read over the Goal
Sheets, answer the questions on the questionnaire, and mail the ques-
tionnaire to (where
,
who
,
when) in the enclosed envelope.
We want to thank you for taking the time to provide us with this
information which will help us to improve our program. We hope your
life planning and career development are progressing according to your
needs and expectations.
With kind regards,
(Name and Address of Sender)
Enclosures
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FOLLOW-UP QUESTIONNAIRE OF THE MLP/CD PROGRAM
Please answer the following questions as accurately as possible. You
may wish to comment on your replies and statements. If you do, please
write your comments in the space to the right of the question. When
you have finished the questionnaire, enclose it in the envelope pro-
vided and drop it into the mail. Do not write in spaces to the left.
1. How many of your short term goals have you started to
work on?
_
I didn't list any while I was in the program.
None of them.
Some of them.
_
Most of them.
_
All of them.
All of them plus some more I wanted to work on.
2. If you have not started work on the short term goals
you listed, have you set any new ones for yourself either
in your thoughts or in writings?
YES NO
3. If you have started working on your stated short term
goals (either the original ones or any new ones) , how
far advanced would you say the goal completion is?
Have not done anything active yet but still
want to
.
_
Have just started to think about the goals.
Have started to set some objectives to reach
my goals.
Have begun to work on some of the objectives
(or goals)
.
Have completed some of the objectives (or
goals themselves)
.
Have completed most of the objectives (or
goals themselves)
Have completed all of the objectives and
reached my goal(s)
.
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4
- How many of the "Barriers" you listed (or redefined)
actually became problems for you?
1 didn't list any (couldn't think of any or
anticipate any)
.
None of the listed.
A few of the listed ones.
Most of the listed ones.
All of the listed ones.
I found others I hadn't anticipated and added
them to work on.
How well would you say you overcame the barriers you
encountered?
I found out there were none.
I could not overcome any of them and they are
still problems.
I overcame some. Others are still problems
for me.
I overcame most. Others are still problems
for me.
I overcame all of them.
For this part of the questionnaire, combine the five year and ten year
projections you made.
1. How important is (are) the long term goal(s) you stated
on the Goal Sheet to you now?
__
Not important at all.
Somewhat important.
_
Still quite important.
__
More important than during the program.
.
2. How much help did you find the short term goals you listed
in helping you to reach your long term goal(s)? Answer
this question only if you have begun work on your long term
goal (s)
.
None A great deal
Some Had to rethink
short term goals
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3.
If your long term goal(s) seem like it is/they are unattain-
able for you, what reason(s) could you give for this?
Now that I am back in my environment, nothing
I thought about as far as long term goals
seems possible for me.
There are too many "Barriers" to overcome.
(Please Explain.)
I think that if I had some support and
encouragement I could start working on some
long term goals.
Having read over my long term goal(s)
,
it
does/they do not fit my needs or interests
now.
Other Reason:
4. On a scale of 0 - 10 (0 being the lowest, 10 the
highest)
,
how much knowledge and understanding of your
environment do you feel you have gained while working on
your goals and objectives?
5. On a scale of 0 - 10 (0 being the lowest, 10 the
highest)
,
how well do you think you managed activities
associated with working on your goals and objectives
(Self-Management)?
The remaining questions do not apply to goal setting but are important
in providing us with general feedback from you.
A. Since the program ended, how often have you used or
referred back to the Workbook used in the program?
Never Several times
A few times I use it or
refer to it often
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B. Since the program ended, how often have you used or
referred back to the books, readings or other resources
used in the program?
Never Several times
A few times I use or refer
to them often
C. Looking back on the Modular Life Planning/Career
Development Experience, how helpful do you now feel taking
the program was for you?
__
Very little help
_ __
Some help
A great deal of help
No help at all
D. Would you please explain your answer to C?
E. Would you be interested in taking a follow-up program?
YES NO
F, Have you told other women about the program you participated
in?
YES NO
G. If you have some frustration concerning your own life plan-
ning and career development at this time, how would you
describe the level?
Very High Moderately Low
Moderately High Very Low
Moderate Don't Have Any
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H. Please feel free to make any other comments you wish.
Thank you
.
Participant No.: Program and Date Taken:
Date Returned
:
Evaluator
:
Recorded
:
[This evaluation instrument is a draft only. Program Developers may
wish to make modifications and/or pilot test the instrument before
using it in their settings.]


